VI.

VILI.

VIII.

Xl

Xl

XI.

TABLE OF CONTENTS

ELECTRONIC BID SET PROCESS
Complete Process

SECTION

THE ELECTRONIC DECISION:

THE SYNOPSIS:

CENTRAL CONTRACT WEB SITE ADVERTISEMENT:

ELECTRONIC CONTRACT BID MANAGEMENT SYSTEM (ECBMS) PROGRAM

Entering the ECBMS Program:

To Establish a New Project in the ACCESS Database Program:
To Edit an Existing Project

To Enter/Edit the Synopsis/SOW:

To Enter "Conference" Information:

To Add/Update Plan Holders:

To Mail Solicitations/Amendments:

Amendments:

To Enter Bid/Award Results:

~IeMmMOOw>

CENTRAL LOCATION FOR FILES:

A. Creating the Central Directory for your Working Files:
B. Creating the Solicitation Directory for your Final Files:

GETTING STARTED WITH THE SOLICITATION PACKAGE, THE SOLICITATION CLAUSES:

GETTING SOLICITATION CLAUSES FROM SAACONS TO WORDPERFECT:

A Using File Transfer Protocol (FTP) Software:

B. Using the FTP Program to Create a Directory in SAACONS, and Transfer
Files from SAACONS into the Central Project Directory:

C. Doing the Actual Conversion in SAACONS:

D. Return to the FTP Program to Finish Transferring Files:

COMPLETING THE FILES IN WORDPERFECT:

A Getting the Document in the Correct Format:
B. Editing the File:
C. Creating Footers and Page Numbering:

CONVERTING WORDPERFECT FILES TO .pdf FILES:

CREATING FORMS IN THE FAR MASTER FORMS PROGRAM AND CONVERTING THEM INTO .pdf FILES:

CREATING THE SUMMARY.PDF FILE:

ADDITIONAL .PDF CONVERSIONS:

USING ADOBE ACROBAT TO CREATE THE SOLICITATION:
Placing Bookmarks within your Solicitation:
Formatting the Adobe Acrobat View Options:

Inserting Pages/Files into your Solicitation:
Linking the Clause Title to the Full Text Clause

oOowp

PAGE #

OO0 OTOTOT s WN

10

11
12

12
12
13
13
14
14
15
16
16
17
18

18
19



within your Solicitation:

XIV. PLACING THE DATA ON THE CD ROM AND THE INTERNET:

A.
B
C.

D.

Creating the .CON File:

Moving your Completed Solicitation Files to the
SOLICITATION DIRECTORY:

Placing Solicitation File Information in the ECBMS
Program:

STRUCTURE OF THE SOLICITATION COMPACT DISK:

XV. REPRODUCTION OF SOLICITATION AND AMENDMENTS:

A.
B.

Original Solicitation
Amendments

XVI. AMENDMENTS

OTMOO®»

H.
I
J

Introduction:

Creating the Amendment:

Updating your Solicitation to be Current:

Preparing the Amend0?.CON file:

Updating the Current.CON File:

Preparing the Amendment on Floppy Disk:

Preparing the Amendment on Compact Disk for
Amendments that would take more than Three Floppy
Disks:

Placing Amendment file Information in the ECBMS Program:

To Extract, Delete, and Insert Information in Adobe Acrobat:
Replacing a pagef/file in Adobe Acrobat:

XVII. VIEWING THE SOLICITATION

A.
B.
C.

CD ROM:
Viewing a Solicitation through the LAN:
Netscape:

20

20
24

25

26

26

26
27

27

27
27
28
29
30
31
31

32
33
34

34
34

35
35



Denver Heath February 21, 1997
Contract Speciali st
Ft. Worth District

Complete Electronic Bid Package Procedure

The procedure guides the contract specialists through the entire process. Use
this procedure if you are conmpletely in charge of placing your solicitation
together i.e. JOCs, sone T&s , etc... When SPECS is not involved.

l. THE ELECTRONIC DECISION:

- The Fort Worth District has made the decision that al
Ml con jobs are to be issued using electronic nedia. |If
your EMtells you that his particular job is not going to be
i ssued under the new process, he nmust give you a
memorandum/waiver signed by the Engineering Division Chief
or designee. Contract Specialists do not make this
decision. You are to issue the job electronically unless
you receive a waiver. 8(a) projects will not be issued
el ectronically unless the customer insists. Operations
projects dealing with Engineering will be issued
electronically. Operations projects in which Engineering is
not involved will not be issued electronically unless the
customer insists.

- Until the Ft. Worth District utilizes security software
whi ch can protect the transm ssion of files through the
Internet, we will not issue another Internet Only
solicitation. W are working on getting certified for
security software. The official copy of the solicitation is
the CD ROM, floppy disks and fax anendnents.

11. THE SYNOPSIS:

- The Conmerce Business Daily (CBD) is on the Internet now Its
address is http://cbdnet. access. gpo. gov You can now connect to
the CBD and submt your synopsis imediately. There is no |onger
a five day wait. Your synopsis is published the next day. Place
ver bi age about CD ROMInternet into the CBD. The CBD should state
the foll owi ng concerning el ectronic solicitations: “The plans and
speci fications have been placed on Conpact D sk(CD-ROM and wil
be provided free of charge. Plans and Specifications will not be
provided in a printed paper hard copy format. Notification of
anendnments shall be nade through either 3.5" floppy disk, CD ROM
fax, and the Internet. Contractors may view and/or download this
solicitation and all anmendnments fromthe Internet at the follow ng
Internet address: http://ww. edl. swf.usace. armny. m |/ CONTRACT .’
Make sure that the above address is entered into the text of the
synopsis and the specific area designed to nake this address a hot
key (Sonething that you click on and it takes you to that
address/location). Contract Specialists will also need to enter
their personal email address in the area provided for email while
you are entering the synopsis into the Internet CBD. This wll
all ow the contractor to send you ermail at the touch of a button
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111. CENTRAL CONTRACT WEB SITE ADVERTISEMENT:

* kK

This part of the process has been elimnated. You no |onger have
to worry about placing information at the Central Contract Wb
Site. The Internet CBD serves the same purpose as did the Central
Contract Wb site. Since the CBDis now on the Internet, there is
no longer a need to place the information on this site. This

woul d only duplicate work at this point. You don’t even need to
worry about the Tri-Service Solicitation Network. A programw ||
be witten which will go to each contracting site and capture the
i nformati on on our “Advertised Solicitations” area and place this
information on the Tri-Service Solicitation Network automatically.

IV. ELECTRONIC CONTRACT BID MANAGEMENT SYSTEM (ECBMS) PROGRAM

W& now have a new program This new programw |l allow you to
setup the information that will be displayed on our Contracting
Di vi sion Home Page. The program has been installed on all
conput ers.

NOTE: ALL PROJECTS WILL BE KEPT IN THE ECBMS PROGRAM REGARDLESS
OF WETHER OR NOT IT 1S AN ELECTRONIC SOLICITATION. EVEN 8(a)
PROJECTS AND OPERATIONS PROJECTS WILL BE KEPT UP TO DATE IN THIS
PROGRAM. IF YOU DO NOT WANT THE PROJECT DISPLAYED (ex: 8(a)),
THEN SELECT “*NO” TO THE “ADVERTISE THE PROJECT ON THE WEB?”
QUESTION UNDER ““EDIT PROJECT”.

As an overview, you will use the programfor the foll ow ng tasks:

- Enter the ECBM5S PROGRAM

- Establ i sh a new Project.

- Edit the Project.

- Enter the Synopsis.

- Enter Specific information for a Pre-Solicitation
Conf er ence.

- Add/ Updat e Pl an Hol ders

- Mailing Solicitation/Arendnents

- Anmendnent s

- Bi d/ Award Results

A Entering the ECBMS Program:
- Doubl e click on the ECBVM5 (El ectronic Contract Bid
Managenment System) |con on your screen. |I|If you do not

have an icon, then you will need to go to the " START",

“ PROGRAMS”, “CONTRACT”, and the you will see “ECBM5'.
- A Login box will pop up and require that you enter a

password. This password is the same password that you

use every norning to get into your conmputer. W

didn’t want to devel op a new password because we

al ready have too nmany to renmenber! \WWen you do this,
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renenber to have your user name in its field and your
password in its field. |If you hit return before
entering your password, the programwll not let you
in. Also remember to keep your CAPS key turned off.

- The ACCESS programw || pop up on your screen and
di splay an “El ectronic Contract Bid Managenent Systent
box that shows you project titles, solicitation
nunbers, and project IDs . The project IDis
somet hing that the programneeds. It is not sonething
that you will need to renenber. These solicitations
are sequenced by the solicitation nunber.

- There is currently a problemw th the background of
t he ECBMS program The background shoul d di sappear
when you enter the program However, for sone reason
t he background remains on the screen even after the
you have entered into the program To correct this,
m ni mze the program and then maximze it once again.

You will then notice that the background is now gone.

- The menu options at the top of the screen allow you to
edit the specific solicitation that the arrow is
pointing to within this ECBMS box. Take NOTE!! If
you want to change something for your project, you
must have the correct solicitation selected. Always
be aware of where you are in this program. You don’t
want to nake changes to a project that is not yours!

- You will use one drop down nenu 99%of the tinme. This
drop down menu is called “CONTRACT”. Under this nenu
option, you will have the following areas in which to
wor K:

- New

- Edit Project
- Synopsi s

- Conf erence
- Pl an Hol ders
- Amendnent s

- Resul ts

- NOTE: TO SAVE | NFORMATI ON W THIN THI S PROGRAM, ALL YOU HAVE TO DO
I'S CLICK ON THE “X” I N THE UPPER R GHT HAND CORNER OF THE W NDOW
THI S AUTOVATI CALLY SAVES YOUR CHANGES.

To Establish a New Project in the ACCESS Database Program:

- Sel ect “CONTRACT” on the Menu.

- Sel ect “NEW

- Enter the “STATUS”

- Enter the “TYPE’

- Enter the “TI TLE”

- Enter the “LOCATION (I nclude the State)
- Enter the “PRICE RANGE” (I D woul d be NTE Anount)
- Enter the “MEDI A TYPE”

- Ent er t he “COUNTRY”

- Enter the “SIC code

- Enter the “SI ZE STANDARD
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t he “CBD’ code

t he “CONTRACTI NG POC’
t he “TECHNI CAL POC’

t he “l SSUE DATE”

the “DUE TI ME”

t he “l FB/ RFP DUE DATE”

- “AWARD DATE” (You will cone back and enter this
i nformati on when you award the contract.)

To Edit an Existing Project

- Sel ect
- Sel ect

“CONTRACT” on the Menu.
“EDI T PRQJIECT”

- The main things that you will edit in each project are
the foll ow ng:

STATUS: You have three itens to choose from
here. Pre-bid, Post-bid, and Awarded. It is

i nportant for you to change the status of the
project as it noves through each phase. A |lot
of the things that show up on the Home Page
depend on the different phases of the
solicitation. Exanple: Results are tied to
“POST BI D' under *“STATUS’. |If post bid is not
sel ected, then the programw ||l not display the
results.

ISSUE DATE: Make sure that you change this date
as it changes with your project.

IFB/RFP DUE DATE: Make sure that you change this
date as it changes with your project. The Issue
and Due dates are very inportant. This
information is being displayed to the entire
World. This becones the nost inportant place
over anything else to keep up to date!

AWARD DATE: Enter this at tinme of award.

ADVERTISE PROJECT ON THE WEB?: If you want your
project displayed on the web, and we all do, you
will say yes to this question. Mke sure that
everything is in place before you say yes to
this question. The instant that you say yes,
and hit the X to get out of the form the
information is displayed on the Internet.

SYNOPSIS: You will have two places to enter and
update your synopsis. You can either do this
under “EDIT PRQJECT”, or you can choose the
option entitled “SYNOPSI S” under the Contract
Menu.

CONFERENCE: Sane as synopsis.
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D. To Enter/Edit the Synopsis/SOW:

- As stated in the above directions for “EDI T PRQIECT?,
you can either enter the Synopsis in the “EDIT
PRQIECT” area, or sel ect “SYNOPSI S’ under the “CONTRACT”
Menu.

E. To Enter “Conference” Information:

- As stated in the above directions for “EDI T PRQIECT?,
you can either enter the Conference in the “EDI T
PRQIECT” area, or sel ect “CONFERENCE” under the
“CONTRACT” Menu.

F. To Add/Update Plan Holders:

- Gat her the information before you enter the program

- Sel ect “CONTRACT” fromthe Menu.

- Sel ect “PLAN HOLDERS”

- Enter all Contractor I|nformation.

- Make sure that you enter today’s date in the “Register”
field so that we can tell when the contractor was
regi stered.

- Make sure that you select “No” under “Wb” if it is an
RFP and the Contractor wi shes to not have his nane
di spl ayed on the Plan Holders |ist.

- CONTRACT SPECIALISTS TAKE NOTE: You can enter bidders
yourself up to the issue date. This will help Kay
trenendously. However, after Kay mails out your
solicitation, send all requests to be added to the
Plan Holders list to her. The reason for this is so
that she will know to mail out a solicitation package
to the new contractor. Do not add them yourself after
the issue date unless you intend to mail out the
package yourself.

G To Mail Solicitations/Amendments:

- Sel ect “REPORTS” on the Menu.

- Sel ect “LABELS”

- A box will pop up on your screen and you will see two
wi ndows. On the left, you will see the bidders that
have not been mailed solicitations. On the right side
of the program you will see bidders that you have
already mailed solicitations to. |If this is the first
mailing, you will select all of the contractors on the
“Not Mailed (LEFT)” side and click on the arrow
pointing to the “Mailed (RIGHT)” side. This wll
automatically transfer the contractors fromthe |eft
side of the programto the right side of the program
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It al so places the date beside the contractor that
the solicitation was nailed. You can view this date
later to tell a contractor when the package was mail ed
to them

- If you have already mail ed out your solicitation and
you have new bidders to send the solicitation package,
you will nove the new bidders fromthe “Not Miled
(LEFT)” side of the programto the “Mailed (R GHT)”
side, just as you did in the initial mailing.

- Once you have noved the bidder fromthe “Not Mail ed”
side of the programto the “Mail ed” side, you wll
want to select “Print”

- Sel ect your | abel size “4146"

- Sel ect the bidders that you want to print |abels for

VWen | ooki ng for you bidders, you will notice that
the bidders are first sorted by date. They are then
sorted al phabetically. Therefore, if you just entered
bidders into the database, they should be the first
contractors that you will see. Select these bidders
and then select print. The labels will now print.

- IT you get an error message, make sure that you
have selected the label size and selected bidders to
be mailed.

Amendments:

- Refer to the anendnent section for instructions on how
to i ssue anmendnent using this program

To Enter Bid/Award Results:

- Sel ect “CONTRACT” on the Menu.

- Sel ect “RESULTS”

- A box will pop up showi ng you the contractor, |unp
sum |ow three check box, the award anount, a space
for the contract nunber, and a place for the
| ndependent CGover nnent Estimate.

- After bid opening, scroll down until you find the | ow
three contractors.

- Enter the bid anount for each of the | ow three.

- Check the Box beside the Contractor who is one of the
low three bids. This allows the programto identify
the I ow three bidders. The programthen takes these
| ow three and di splays themon the web from |l owest to
hi ghest .

- Enter the Government estimate in the provided field.

- NOTE: DO NOT ENTER RFP INFORMATION IN THESE FIELDS.
THIS IS ONLY FOR IFBS.

- VWhen you are ready to award the contract, you will
conme back to this area of the programto place the
award anount next to the appropriate contractor. You
will now enter the information for the awarded
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contractor of your RFP. Enter the contract nunber.

- This information is i mediately displayed on the web.

V. CENTRAL LOCATION FOR FILES:

A Creating the Central Directory for your Working Files:

- W will be keeping our solicitation files in a central |ocation
with the rest of the District. Do not save your work in two
pl aces. The working directory is the only place that you should

be saving your changes. [If you keep your files in only one
directory, this will prevent you frombecom ng confused as to
which file is the npst current. These files are placed in a

central location so that if you are absent, soneone can pick up
where you left off. These files are also backed up daily.

- You will be copying your files into a directory that soneone el se
creates. To find out what the directory nane is, do the
fol |l owi ng:

- Al Electronic Projects: Create a “Cadd Managenent” Personal G oup
under your groupw se mai l

- The foll owi ng nanes should be placed in this group: Janes
McKenzi e, John Dagley, and Jerry Gannon. You will notify these
peopl e as soon as you have a new proj ect.

- Send a LAN nessage to themwith the follow ng information

Solicitati on Nunber:
Title:
Locati on:

- These people will send you the project directory name that you
will use as your working files directory. They will not, however,
create your solicitation directory on the S:\ drive. You wll
need to do this.

B. Creating the Solicitation Directory for your Final Files:

- The S:\ Drive contains all of the electronic solicitations
that the Fort Worth District has either issued or is naking
ready for issuance. Each solicitation is totally held
within its own personal solicitation directory! 1In the case
of our solicitations, we have chosen to nane the directory
with eight digits fromthe project solicitation nunber EX
A97B000? . The reason for this is that once the files are
placed in this directory, the project is ready to be issued
as a solicitation.

- This is the basic directory structure:
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S:\
A97B000?\
ACROREAD\
CURRENT\
SPECS\
A97b000?. con

adobe. t xt
ancdi ns. t xt

amdski ns. t xt

contract. exe
contract. hlp

February 21, 1997

( SPECI FI CATI ON VI EVER)
(CURRENT SCLI Cl TAI TON FI LES)
(SCLI C TATI ON PDF FI LES)

( CONTRACT VI EVER BUTTON BAR
SETUP FI LE)

( ADCBE | NSTRUCTI ONS)

( COVPACT DI SK AMENDMENT

I NSTRUCTI ONS)

( FLOPPY DI SK AMENDMVENT

I NSTRUCTI ONS)

( STARTS CONTRACT VI EVEER)

( CONTRACT VI EVER HELP FI LE)

readne. t xt
Set up. exe

( BI DDER | NSTRUCTI ONS)
(1 NSTALLS CONTRACT VI EWER FOR
CONTRACTOR)

- As stated above, this directory can be found on the S:\
drive. You will need to create a directory for your
solicitation files. To do this, follow these steps:

Windows 95 Explorer:

- Move your nouse over the “Start” button

- Touch your right clicker

- Aick on the word “Expl ore”.

- The Explorer programwi |l pop up on the screen

- Use the button on the scroll bar to your left to
scroll down until you see the S:\ drive

- Cick once on the S:\ and you will then see severa
solicitation directories.

- You will need to first |ook and see if you can find
your solicitation number. EX: A97B000? The reason
for this is because it may have al ready been creat ed.
If you can not |ocate your solicitation directory,
then continue with the foll ow ng steps.

- Cdick “FILE

- Cick “NEW

- dick “FOLDER

- Type your solicitation nunber as A97B000? . Substitute
the ? with the actual nunber of your solicitation

- Now t hat you have created your solicitation directory,
you will need to copy over the basic files that are
included in all electronic solicitations.

- Use the scroll bar to find the “SOL” directory on the
S:\ drive. Once you find it, double click on it.

- You will see the directory structure discussed above.
You will need to copy everything bel ow the SCL
directory into the solicitation directory that you
just created.

- To do this, you need to select/highlight all of the
directories and files at once. Touch the first
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directory with your nouse. Hold your shift key down
and touch the last file.

- Once you have sel ected/ highlighted the directories and
files, you will then go to the “EDIT" category at the
top of the screen and then click on “COPY".

- You have successfully copied your files, but you stil
need to do one nore step. You need to paste the files
into the solicitation directory that you created
earlier.

- To do this, use the scroll bar to find your
solicitation directory on the S\ drive

- Doubl e click on the directory.

- Cick on the “EDI T” category at the top of the screen
and sel ect “PASTE’. The programw ||l then paste the
required files into your solicitation directory.

- Congratul ati ons! You have just created your
solicitation directory on the S:\drive

V1. GETTING STARTED WITH THE SOLICITATION PACKAGE, THE
SOLICITATION CLAUSES:

- Up to this point, you should have already conpleted the follow ng
actions:

- Recei ved Notification of a new project.

- Proceeded with Electronic Solicitation or received a
Wi ver signed by Engi neering Division Chief.

- Coordi nated wi th SBA

- Created the Solicitation Nunber.

- Synopsi zed the project.

- Entered the project into the ECBMS program and di spl ayed
basic information on the Internet.

- Sent LAN notification with required information to CADD
group requesting project working directory nane.

- Recei ved project working directory name from CADD group.

- Now it is time to begin creating the solicitation clauses.
Conpl ete your clauses as you normally do in SAACONS, but make sure
that all but one of the clauses are in full text instead of just
being referenced. Wen you print out a solicitation package in
paper, you must have at |east one clause as a referenced clause in
order for the package to place cl ause paragraph nunmbers within
each section. SAACONS also requires that at |east one cl ause be
in referenced text in the electronic version in order for the
systemto generate cl ause paragraph nunbers.

VI1. GETTING SOLICITATION CLAUSES FROM SAACONS TO WORDPERFECT :

A Using File Transfer Protocol (FTP) Software:

After you have conpl eted your clauses, you will use “FTP”
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Software to connect to SAACONS so you can first create a
directory for your files, and then second, transfer your
solicitation files into the Centralized Project Directory.

- FTP software will be found in the “OnNet” category in
Wndows 95. To find this program | ook under the “START”
option on your Wndows 95 display. Under the “PROGRAMS’
listing, you will see “OnNet 2.0 or higher/newer". Move
your nouse to this option and you will then see the “FTP”
option. dick this with your nouse and the “FTP” program
will pop up on your screen. |If you do not have “FTP”
software on your machi ne, contact the hel p desk and get them
to install it.

B. Using the FTP Program to Create a Directory in SAACONS, and
Transfer Files from SAACONS into the Central Project Directory:

As an overview R ght now, your clauses are still in the SAACONS
format. You need to convert these clauses into an ACII text
format so that you can transfer themto your Central Project
Directory. In order to do this, you will need to create a
directory on the SAACONS side in which you can save your

converted solicitation files. You will then need to actually
convert the solicitation files, and finally use the FTP programto
transfer themto the Central Project Directory.

- Enter your FTP program

- VWhen your FTP program pops up on the screen, select
“SAACONS” and click the “CONNECT” button

- You will have to enter your SAACONS login. EX c29

- You will then have to enter your SAACONS password. dick on
the “OK” to submt your password.

- The LEFT side of the screen is the place you want to copy
files to. Right now it should be showing the “C’ drive of
your conputer. Notice that you can change the directory to
your “P” drive. Beside the “C’ drive |label, there is an
arrow pointing downward. This arrowis a drop down menu
that allows you to change the drive. Touch the nouse
pointer on the arrow and click one tinme. You will now see
all of the drives that your conputer has access to. Select
the “P” drive. To select the “P” drive, point the nouse
arrow to the “P” and click one tinme. You have now sel ect ed
the “P” drive.

- Go ahead and prepare the left side to show your Central
Project Directory which is located on the P:\ Drive. Think
“P” for Projects.

- Select “P’ under the Drives option
You are now |l ocated in the project directory for
specifications section. You will see nanes of directories
as you scroll down the Iist. Each directory represents an
i ndi vidual project. The first two letters represent the
base, and the remainder represents letters fromthe title.
If it is a Service or Supply project, then the first two
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letters will begin with “SS”, and the renai nder represents
letters fromthe title.

Doubl e click on your solicitation directory nane
(Remenber...the one that the CADD G oup sent to you by
email). You will save your files directly into the project
directory. Just so everyone w |l understand, this new
project directory will be the WORKING directory for that
project. You will do all changing, saving, and further

devel opnent to your files in this one directory.

Make sure that you wite this directory down on the front of
your folder so that you won’t forget.

Back to the FTP Program The RIGHT side of the FTP program
shows you the SAACONS directory. Notice on the right side,
at the top, it says “Renpte: SAACONS”. Notice al so that

just below this, you will see the directory which you are
presently in. It should say that you are in your SAACONS
directory. M SAACONS directory is /Zhome/c29. Your SAACONS
directory will be /home/ .
Make a sub-directory under your main SAACONS file directory.
To do this, go to the “COMMANDS” drop down nmenu at the top

of the FTP program Drop the nenu down, and then sel ect
“Create Directory”. You will then see “Left Local”, and
‘Right Remote”. The “Left Local” selection is your conputer
that you are operating. The “Right Remote” sel ection is the
SAACONS conmputer with which you are renotely connected. You
want to nake a directory under your SAACONS side. Therefore
you will select “Right Remote”. Type in the nane that you
want to nanme your directory. A suggestion would be to | abel
this directory with eight digits fromthe solicitation
numnber .

EX: a97r000? (Make sure that you save the files in | ower
case. SAACONS is case sensitive.)

Cick on the “OK” button in order to create the

subdi rectory.

Once you have created your sub-directory, mninmze the FTP
program DO NOT CLOSE THIS PROGRAM. MINIMIZE IT! YOU WILL
NEED IT LATER.

the Actual Conversion in SAACONS:

For the next step, you will need to enter into the SAACONS
mai n nmenu and do the foll ow ng:

(4) Admi nistrative Utilities

(13) Interface Processing

(8) Local Interfaces

(1) SAACONS EBB Menu

(1) Convert SAACONS Solicitation to Files

Enter the full path of your SAACONS sub-directory that you
created above. You will enter /hone/c29/a97r000?

Renenber that SAACONS is case sensitive. (Subtitute your
user ID and solicitation nunber in the exanple.
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Ht the enter key to continue.

Enter the Solicitation PIIN. EX: DACA63-97-R-000?

The Solicitation will now be copied into an ASCII format and
be placed in the sub-directory that you created earlier

Wait on SAACONS to finish., It takes a little while, but not
nore than 5 mnutes.

SAACONS will tell you that the files have been converted
when it is finished.

Once SAACONS is conpleted, Exit SAACONS.

D. Return to the FTP Program to Finish Transferring Files:
You can now return to your “FTP” programto transfer your
files fromthe SAACONS conputer to the “P:\ drive and
directory.

VWhen your FTP program pops up on the screen, double click

the mouse arrow on the directory that you devel oped earlier
Renenber?...the 8 digits fromthe solicitation nunber -
(a97r 000?) .

In this directory are the solicitation clauses broken out
into sections 100, 600, 700, and 800 or uniform fornat

br eakout .

Copy the sections to the directory on the left side of the
program - the place where you want the files to be copied

to as stated in above (central directory).

To select and copy the files, do the foll ow ng:

- Cick on the first file with your nouse, then
et go of the clicker

- Scroll down the file list until you see the | ast
file that you want to copy.

- Hol di ng down the Shift key, then click on the
last file with your nouse. This will select
everything in between.

- Al of your files are now selected. Use the
copy function to copy the files fromthe right
side of the FTP program to the left side

- VWhen you hit “Copy”, the systemw |l ask you if
you to verify each file to be copied. Al you
need to do is hit “Yes to All”, and then the
systemw || copy all of the files automatically.

- After you are finished copying files, you wll
see the files in both wi ndows (left and right)
of the program

VWen the “FTP” programis finished copying the files, exit
out of the FTP program
Go into your Wordperfect program

VI COMPLETING THE FILES IN WORDPERFECT:

A. Getting the Document in the Correct Format:
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B. Editing

Select “File” , then “Open” and go to the directory where the
SAACONS files were copied. (P:\ )
pen the first file. Wen you open the file, it will want
to convert it to Wordperfect 4.2 format. This is ok. Al
that is happening is that WrdPerfect is trying to recogni ze
the ASCII file format that cane out of SAACONS. Once you
convert it into WrdPerfect 4.2, you will be able to later
save it as WrdPerfect 6.0/6.1.
I have placed a MACRO on your Power Bar in WrdPerfect 6.1.
This macro will do the follow ng things:

- Move the Index at the end of your docunent to

the front.

- Change the font and size to Courier “8”
VWhen the file appears in the display, inmrediately click on
the “EBS’ button on your Power Bar.
You may al so have to play with the justification and margins
within your file to make it | ook right.
After you click on the MACRO button, you can then save the
file in WrdPerfect 6.1 format.
You now have the index at the front of the docunment. This
will make it easier for you as you begin to bookmark and
link. Mke sure that you go to the bottom of the index to
ensure that the index is fully separated fromthe begi nni ng
of the full text clauses.

the File:

C. Creating

Edit the file to make sure that everything is lined up
correctly. During the conversion process, the file did not
keep all of its original spacing as it was converted. In
order for the clauses to ook right, you will have to scrol
through all of your clauses and correct any alignnent

probl enms. 90% of these alignment problens have al ready been
sol ved through nmy coordination with Ft. Lee. However, the
updated programis not perfect and still has spacing errors.
The main area that will need to be correctly spaced is the

i ndex. Wen you get to this area, try adjusting the font
size to see if it helps the spacing before you begin
correcting the errors. You may find that nost of your
spaci ng probl ens can be solved this way. Mke sure that you
pl ace a space between every clause in the index so that you
wi Il have plenty of roomlater for Iinking.

VWil e correcting the spaci ng problens, please do not spend
enornous amounts of tine trying to nake your docunent
perfect. As | have already stated, the conversion will
correct 90% of the spacing problens. | hope you can learn to
live with a few m nor spacing problens. O herw se, you
could spend all day trying to line up everything perfectly.
This will only delay your project.

Footers and Page Numbering:

VWile editing your files, nake sure that you create a
“FOOTER” for your solicitation nunber. Al so, nmake sure that
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you set up the “Page” “Numbering” option so that it wll
nunber your pages as “Section 00100 - ?” or “Section I-7?".
These Options are listed under “FORMAT” on the bar at the
top of your WordPerfect program Once you have nmade these
changes, save the file.

Do this to each of your files. Make sure that you SAVE the
files.

IX. CONVERTING WORDPERFECT FILES TO .pdf FILES:

Now, after you have edited your Wordperfect files, and saved
each one, it is time to convert your files to . PDF format.
Pull each file up in Wrdperfect.

Select “File” with your nouse.

Sel ect “Print”

Select “Select” in order to change your printer to Adobe
Acrobat . pdf witer.

Pul | down the “Specific Printer” arrow and sel ect the Adobe
Acrobat .pdf. witer printer option.

Sel ect print.

You will have to nanme the file, and then it will convert the
file to . pdf.

You have successfully converted your .wpd file to .pdf. You
will now be able to pull this file up in Adobe Acrobat Pro
and bookmark or link your index of clauses to the full text
cl ause.

You will have to do a couple nore things before you are
ready to use Adobe Acrobat. For Construction solicitations,
the contract specialist will need to conplete an SF1442 in
the FAR Master Fornms program  SAACONS will not print out
the SF1442 in a format that can be used electronically. W
therefore will have to create another SF1442 in this new
program For Service and Supply solicitations. You wll
need to use the DD1707, DD254, and SF33 out of the FAR

Mast er Forns program for your electronic solicitations.

X. CREATING FORMS IN THE FAR MASTER FORMS PROGRAM AND

CONVERTING THEM INTO .pdf FILES:

Enter into to Far Master Forns Fill Program This may be an
icon on your screen or you may have to | ook under “START”
and “PROGRAMS” to find it.
Move your nouse pointer to the upper |left hand corner and
sel ect “FILE".
Sel ect “OPEN FORM
Sel ect the appropriate form

- SF1442 is under Series 1

- SF33 is under Series 3
Move your nouse pointer back to the top of the screen and
sel ect “DATA".
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Sel ect “OPEN DATABASE’

Ht “CANCEL” if you want to create a newfile. |If you are
going to edit an existing file, then select the file that
you want to edit.

Move t he nmouse pointer back to the top of the screen and

sel ect “DATA” agai n.

Sel ect “ADD RECORD’ This will save your file initially so
that you will be able to use the update option later to save
it once again.

Type in the nane of the file: EX A97R000?

Sel ect “EDI T”

Sel ect “FI ELD ENTRY”

Use your nmouse to nove to the first field or the field that
you | ast stopped entering data previously.

Continue entering information until you are ready to save
the file.

To UPDATE: Mbve your nouse pointer to the top of the program
and sel ect “DATA".

Sel ect “UPDATED RECORD’

Sel ect “K”

Your Record has now been updated.

Once you are finished filling in this form you will need to
print it to “ pdf” and save it in the “P:\ " directory.
Sel ect “FILE’

Sel ect “PRINT FORM

Sel ect “ SETUP”

Change the printer to the “ pdf Witer” printer driver.

Sel ect “OPTI ONS”

Change Scaling to 95%.

Cick on K three tines.

Sel ect “PRI NT”

VWen the box pops up, change the drive to “P:\”

Sel ect your Central Project Directory.

Save the file in this directory as SF1442 1, DD1707_1, or

DD254_1 for the front page. You will have to fill out the

back of these fornms after you are finished with the front.

Fol | ow the sane instruction above to conplete the back of

these fornms. Wen you get ready to save the back side of

these forms, save themas SF1442 2, DD1701 2, and DD254 2.

NOTE:

- The FAR Master Form Program has a few bugs that | will
be getting with the vendor to solve. It seens that on
the SF33 form the nunber of pages field is not w de
enough to allow for three digits. Until we can get
this corrected, we will have to scan this one form
into the system Either Contracting D vision or
Speci fications section will be scanning these pages.

CREATING THE SUMMARY.PDF FILE

There are three itens that are going to be placed on the CD
ROM and Internet to aid the bidder. These are:

- Sunmmary of Project (Synopsis)

- Pl an Hol der’ s Li st
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- Printing Services List
The sunmary is a brief description of your project. You can
get this fromyour synopsis. Either retype it or cut and
paste it out of your Pertinent Data Sheet into a
WordPerfect file that you can then print to the .pdf printer
driver.
The Plan Holder’s List and Printing Services List, can be
found on Contracting Divisions Home Page. CGo to this page,
sel ect your job, viewthe conplete Plan Hol der’s List and
Print it to the .pdf printer driver instead of your HP Laser
jet printer. Save the file to the P:\ project directory.
Do the sanme procedure with the Printing Services List.
Go to the P:\ projects directory and scroll all the way to
t he bottom
You now have all three itens above in .pdf format. Use the
directions for inserting belowto nmake one .pdf file called
Summary. pdf. The Summary. pdf file should only contain the
three itens above. Do not incorporate this file into the
over-all solicitation .pdf.

ADDITIONAL .PDF CONVERSIONS:

If you have any other sections such as evaluation criteria,
scopes of work, bidding schedules, notes to bidding

schedul es, etc..., you will have to convert these files into
the .pdf format and save themto the project directory on
the P:\ drive. To do this, you will print to the . pdf
printer driver under the printer options. Change to the

P:\ drive and print and save it in that directory. The
systemw || save the file as a .pdf file in your project
directory. It does not matter what program your additiona

data is in as long as the programis a Wndows program (i.e
Quattro Pro for Wndows, Far Master Forms Program for

W ndows, WbrdPerfect for Wndows, Word for Wndows, Exce
for Wndows, Power Point for Wndows, Harvard G aphics for
W ndows, or any other W ndows based progran)

I cannot list all of the individual pieces that you intend
to place into your specific solicitation within these
instructions. Therefore, if you have anything in addition
to the sections already nentioned, you will have to convert
that particul ar docunment into the .pdf format and place it
in the project directory.

After you have saved all of your individual pieces of your
solicitation into the project directory, you will then be
ready to begi n bookmarki ng and i ndex |inking.

USING ADOBE ACROBAT TO CREATE THE SOLICITATION:

Explanation: There are two version of Adobe Acrobat. First,
there is the Adobe Acrobat Exchange. This program all ows
you to “Bookmark” and “Link” files together to insure an easy
way to nove around within the docunent. Wth this program
you are able to manipulate the “. pdf” file. Now, the other
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versi on of Adobe Acrobat is the Adobe Acrobat Viewer. The
only thing that this programdoes is all ow sonmeone to view
the “.pdf” file. You cannot mani pulate the files with this
version. This is the version of Adobe Acrobat that is
freely distributed to our contractors fromthe Internet and
on the CD ROM Now wi th that behind us, let’s continue.

You will need to begin placing the entire solicitation
together yourself.

Double Cick on the Adobe Acrobat |con

You will begin with the first page of your solicitation, the

Cover page.
Double click on the first file that you want displayed in
order to open it. This first file is the cover page. |If

you have not already created this cover page, you will have
to create it and convert it to .pdf file format. These are
the types of files that | was referring to in section “Xl
ADDI TI ONAL . PDF CONVERSI ONS” above.

After you have opened the cover page file, the first thing
that you will want to do is save the file to a different
narme.

Sel ect “FI LE"

Sel ect “SAVE AS’

You will nane the file with eight digits from your
solicitation nunmber A97R000?. This will be your
solicitation .pdf file. This is the file in which you wll
i ncorporate all of the pieces of the solicitation.

Make sure that you save the file to your Central Project
Directory.

You will want to bookmark this page as the “Cover Sheet”.
This is the first page that the bidder will see when he
opens the electronic solicitation file.

A Placing Bookmarks within your Solicitation:

Explanation: Bookmarks allow the person view ng the
specifications to nore easily navigate through the CD or
Internet text pages. By selecting a bookmark named SF1442,
the programw || instantly take you to the begi nning of the
section. This is much better than having to scroll through
hundreds of pages to find the clause that you want to read.
To establish the bookmark, you will do the next few steps.

After you have saved your Cover page file to your
solicitation file name, you are now ready to place your
first bookmark within your solicitation.

The page that you want to bookmark shoul d be displayed in

t he di spl ay wi ndow of Adobe Acrobat.

Move your nouse to the top of the screen and sel ect

Sel ect “NEW BOOKMVARK”.

You will see a bookmark appear in the upper |left hand corner
on the left side of a divider.
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Type the nane of the section. Exanple “COVER PAGE’.

In order to initiate this bookmark, nmove your nouse arrow
down blow it and click the [eft nouse button on the blank
portion of the screen. Don't ask me why, but this conpletes
t he bookmar ki ng procedure.

The bookmark is now ready to be used.

You will notice that when you nove the little nouse hand
over this new bookmark, a finger pops up and points to the
title of the section. You have conpleted the first
bookmar k

B. Formatting the Adobe Acrobat View Options:

You will now want to format your file for a certain view so
t hat when the bidder opens the file, he will viewthe file
in the manner in which you want himto viewit.
Adobe Acrobat gives you the option of displaying the opening
page as page only, displaying the page w th bookmarks, or
di spl ayi ng the page with Thunbnails. W are not using the
t hunbnail s option, and we want the bidder to be able to see
t he bookmarks. Therefore, we will be using the option to
di spl ay the bookmarks with the page. To set this up, follow
t hese instructions:
- Move your nouse pointer up to the top of the
screen and sel ect “FILE".
- Sel ect “DOCUMENT | NFORMATI ON
- Sel ect “OPEN’
- Sel ect “BOOKMARKS AND PAGE”
- Sel ect “MAGNI FI CATI ON
- Sel ect “FIT VISIBLE
- Cick on the “OK” button.
- Move your nouse pointer up to the top of the
screen and sel ect “FILE” once agai n.
- Sel ect “SAVE".
This will save your settings.
You are now ready to begin inserting pages/sections/files
into your solicitation .pdf file.

C. Inserting Pages/Files into your Solicitation:

You must have your solicitation file open and you nust be

| ocated at the | ast page of the section with which you want
to nerge a file.

WARNNING: You don’t want to insert an entire section of
clauses into the mddl e of another section of clauses. You
therefore want to be able to visibly see, in the display

W ndow of Adobe Acrobat, the |ast page of the section that
conmes before the section that you are about to insert.

Move the nmouse hand up to the top of the screen and sel ect
“ DOCUMENT” .

Sel ect “I NSERT PAGES”.

A box will pop up on the screen asking you to “SELECT FILE
TO INSERT”. You will probably have to change the current
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directory to find your file. Renenber, that your files are
in the P:\ directory. Once you are in the appropriate
directory, select the file that you want to nmerge with the
section that is presently open. This file should be the
second page of your solicitation

- After you have selected the file that you want to insert, a
box will pop up and give the option to insert the file
before or after the page that is being displayed in the
wi ndow.

- You are presently at page one of the solicitation. You wll
use the option to insert the second page “AFTER the page
that you are viewing in the D splay Wndow.

- Select “OK” to nerge the two files.

- You now have both sections conbined into one file. Be sure
to save this file

- Fol | ow the above directions to insert all pieces of your
solicitation.

D. Linking the Clause Title to the Full Text Clause within your
Solicitation:

- Explanation: The reason that you will want to link a
title to its full text version is so that you can
easily nove around in the program You will create an
invisible link behind each clause title. You wll
then be able to select any clause title fromthe
i ndex, and the programw || instantly take you to the
full text clause.

- NOTE: You have just conpleted inserting all of your
i ndi vi dual sections into the one solicitation .pdf
file. 1f you have not conpleted inserting each of
your individual sections, then please do this before
you proceed with the next step

- You will begin by going to your first section that
cont ai ns cl auses.

- Locate the first clause title fromyour index page

- Move your nouse to the top of the screen and sel ect
the chain link synbol on the button bar

- You will now see a cross on your screen

- Move the cross to the top left hand side of the clause
title in the index.

- Hold the | eft nmouse button down and nove the cross
down and to the right until a box has totally encl osed
the title.

- A “CREATE LI NK” box will now pop up on the screen.

- Change only two options.

- Change the “TYPE' to “INVI SIBLE
RECTANGLE” .
- Change the “MAGNI FI CATION' to “FIT
VI SI BLE".
DO NOT CHANGE ANYTHI NG ELSE WTHI N TH S BOX.
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- Move your nouse arrow up to the top of the “CREATE

LI NK* box and touch the solid title bar by clicking
and hol ding down the |eft nmouse button.

- Do not release the | eft npuse button. Mve this

“CREATE LINK” box to the right hand corner so that it
is out of your way. You want to make sure that you
can see what page you are on.

- Using the scroll bar to the right, or using the Page

forward Option on the button bar, nove through the
Text until you find the full text version of the
titlel/clause with which you are about to Iink.

(AFTER YOU HAVE LI NKED SEVERAL CLAUSES, YOU M GHT WANT
TO JUST USE THE PAGE FEATURE AT THE BOTTOM OF THE PAGE
TO JUWP DI RECTLY TO THE PAGE ON WHI CH YOU WANT TO
PLACE THE LI NK.)

- As soon as you have the full text clause at the top of

the Display wi ndow, nmove your nouse arrow back down to
the “CREATE LINK” box and sel ect “SET LI NK”.

- The systemwi || then automatically Link the title, to
the full text clause. The systemwll also relocate
your Di splay W ndow back to the index page.

- Repeat these steps until all of your titles in the
i ndex have been linked with the full text clause.

- Make sure that you frequently SAVE your file so that
you will not |ose your worKk!

- Use Adobe Acrobat Exchange to link the rest of your
Sections. Follow these sane instructions for each
secti on.

- Agai n, make sure that you save these files frequently
when you are working on themso that you will not
| ose your dat a.

- Once you have conpleted linking all of you sections,
you will then be ready to get the file placed on the
CD ROM and the Internet.

X1V. PLACING THE DATA ON THE CD ROM AND THE INTERNET:

After
above

you have conpl eted your solicitation file by follow ng the
steps, you will then need to create the .CON file and copy

the solicitation files over to the solicitation directory.

A Creating the _CON Files:

The .CONfile is the file that tells the " CONTRACT

VI EMER" project specific information. This is the wording
behi nd the “CONTRACT VI EWER'. \When you first open a . CON
file with the “CONTRACT VIEVER', it tells you when the bid
opening date is. Wen you nove your nouse pointer over the
buttons on the “CONTRACT VIEVWER’, you notice that it tells
you what i s behind each button i.e. clauses, specs,

drawi ngs, etc... Wen you click on the buttons, it
automatically starts Adobe Acrobat or Source View dependi ng
on what you are trying to view. All these things have to be
witten down in a file that the “CONTRACT VI EMER’ opens and
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reads for its instruction on howto proceed with the files
for your solicitation. You will have to enter this
information. Now don’t panic! It is not that hard. | have
done sone things for you that will nmake a little easier.
- To create the .CONfile for your solicitation, follow the
foll owi ng directions:
- Sel ect “ START”
- Sel ect “ PROGRAMB”
- Sel ect “ ACCESSORI ES”
- Sel ect “ NOTEPAD'
- The notepad program starts and comes up on your
screen.
- Sel ect “FI LE"
- Sel ect “ OPEN
- Change the directory or the “LOOK IN area to read F:\
- Doubl e dick “CT”
- Doubl e Cdick “COVMON’
- Doubl e dick “EBS”
- Doubl e Cick “CONFILE
- Change the “FILES OF TYPE' to read “ALL FILES *.*”
- You should now see two files. One fileis a
“solicitation .con” file. The other file is an
“anmendnent .con” file.
- Since you are creating the .CONfile for your solicitation,
you will need to open and edit the “solicitation .CON' file.
- Double dick on the A97B0007?.con file.
- You now see that this is just a Text file in which you can
type your project specific information.
- Edit this file to be specific to your solicitation.
- The .con file is broken out into several sections:

- PROIECT

- NOTES

- CLAUSES
- SPECS

- DRAW NGS
- VI EVERS

(YQU CAN CHANGE ALL | NFORVATI ON AFTER THE “=" SI G\, BUT DO
NOT CHANGE THE | NFORVATI ON BEFCRE | T!)

PROJECT :
Enter the solicitation nunber, title, due date and noti ce.
The notice is the bid opening date or proposal due date.
Change it for whatever is appropriate.

NOTES:
Contract Summary, Plan Holders List, Printing Sources and

go in this area. Wen |looking at this portion of the .CON
file, you will notice that it has the foll ow ng infornmation:

| TEMD1 = Contract Summary, Plan Holders List, Printing
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Sour ces| Specs\ Summary. pdf
| TEMD2 = Saf ety Manual EM 385-1-1| Specs\385_1_1. pdf

- ITEMO1 = nmeans that the text and file listed after the equa
sign will be the first I TEMto be displayed under that
button. If it had ITEM 02, then the text and file listed
after that equal sign would be the second to be |isted under
t hat button.

- VWi | e | ooking at the above exanple, note that the words
“Summary, Plan Holders List, and Printing Sources” are the exact
title that will be displayed when the contractor or you
touch that button on the Contract Viewer.

- |Summary.pdf  The vertical bar in front of the file called
Sunmmary. pdf appears on nost keyboards as a vertical bar with
a space in the mddle. It is generally on the sanme key as
the Backward Sl ash key(\). This vertical bar separates the
title of the section in the above exanple fromthe actua
file containing those itens discussed in the title. The
actual file is the Summary. pdf file. To create the
Sunmmary. pdf file, refer to the section “Creating the
Sunmmary. pdf File”.

- Make sure that you have saved your Summary.pdf file in the
project directory on the P:\ drive.

- ITEMO2 deals with the Safety Manual. This follows the
same procedure above. Don’t change anything in this area.

It is already set.

CLAUSES:

- You will not enter anything in this section. Again, this
section was created for a tinme when we had our sections
broken out into separate .pdf files. W no |onger need
anyt hi ng under this button.

SPECS:

- Think of this section as the all enconpassing solicitation
section instead of just clauses. When the button bar was
created, we had each section broken out into a separate
file. Therefore, the Technical Specification Section was
separated fromthe O auses and Fornms. To sinplify things
for the contractors and nake it easier to do Text Search and
Print, HQUSACE has decided to place all of the individual
.pdf files into one solicitation .pdf file and call it the
solicitation nunmber. EX:  A97B000?. pdf

- You will nost likely only change one thing in this area.

You will change the solicitation file to be specific to your
solicitation. Edit the nunmber to reflect your solicitation
numnber .

- Make sure that you have saved your A97B000?.pdf file in the
A97B0007?/ Spec directory of your solicitation on the S:\
drive.

DRAWINGS:
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- You will not enter anything in this section. |If there are
drawi ngs in your solicitation, CADD section will be taking
care of this.

VIEWERS:

- Leave the settings alone, don't worry about the way it is
set up.

- You will want to nmake sure that the two viewer directories
are listed under the root directory of your solicitation
directory. Refer to instructions on Solicitation Directory
Structure.

- After you have conpleted editing the .CON file to be
specific to your solicitation, you will need to use the
SAVE- AS option to save your file as your solicitation nane.

- Sel ect “FILFE

- Sel ect “SAVE AS’

- Change the directory or the “LOOK IN area to read S:\

- Double dick the directory that has your solicitation
numnber .

- You are now in the root directory of your solicitation.
This is where you are going to save your file.

- You will save three versions of your file.

- Use the “SAVE AS’ function to name the file three different
names.

- Nane your files in the foll owi ng manner:
- A97B0007?.con
- Current.con
- Original.con

- I know you are wondering why there are three different nanes
for the sane file. The answer is that the files will not be
identical. You will edit one of themafter you have saved
it. \Wat about the other? WelIl, the other would be changed
also if you had drawings in your solicitation. However,
even if you don’t have drawings in your solicitation, we
have to use the sane procedure in order to have ease of
under standi ng for those accessing the files through the LAN.
They are looking for certain file names (Current and

Oiginal). |If those files are not there, then they will be
confused. |If you want nore of an explanation on this, conme
see ne.

- Now t hat you have there .CON files in your solicitation, you
will need to edit the CURRENT. CON file.

- Use the procedures di scussed above and get into the Notepad
program Change directories and open the CURRENT. CON file.

- You will edit one area for now Change the directory under
the SPECS section to reflect that the A97B000?. pdf is in the
CURRENT\ directory. EX

Item0l= Contract Clauses & Forms|specs\A97b0007?.pdf

Change to:
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Item01l= Contract Clauses & Forms]current\A97b0007?.pdf

You have just conpleted creating and saving your .CON files
for your solicitation.

Contact either the CADD systens group or Specifications/ Cost
Estimating in order to get a pre-master conpact di sk made to
send to the contractor

Notify CADD systenms group to nmove your file onto the WEB
directory. Don’'t worry, your file will not show up on the
web until the issue date.

B. Moving your Completed Solicitation Files to the “SOLICITATION

DIRECTORY”:

The solicitation directory is on the S:\ drive. On
this drive, a directory has been created with the
solicitation nunber. It will look Iike this: S:\A97R000?
(Substitute you project solicitation nunber for the above.)
You will have three .pdf files that you will place into the
S:\A97BO00?\SPECS di rectory.

- A97B0007?. pdf (Solicitation)

- Sunmary. pdf (Summary, Plan Hol der’s List, and
Printing Service List)

- 385 1 1. pdf (Saf ety Manual)

- The first two files should be in your project
directory on the P:\ drive. The last file,
385 1 1.pdf can be found in the root directory of the
P:\ drive. Instead of going into a specific project
directory, scroll all the way to the bottomuntil you
see the 385_1 1.pdf file.

- To copy your solicitation file into the solicitation
Specs directory, use the “Explorer” under W ndows 95.

You will also want to copy these files into the

CURRENT\ directory under your solicitation. Both of

these directories are on the sane s:\ drive.

Windows 95 Explorer:

- Move your nouse over the “Start” button

- Touch your right clicker

- Aick on the word “Expl ore”.

- The Explorer programwi |l pop up on the screen

- Use the button on the scroll bar to your left to
scroll down until you see the P:\ drive. Double
click on your project directory . Cick on the
Sunmmary. pdf and A97B000?. pdf files Touch the right
clicker on the mouse and sel ect copy. You have now
just copied your file. You will now have to paste it
to the S\ drive.

- Use the scroll bar to find the S:\ drive. Double
click on the S:\.
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- Find your specific solicitation directory. Double
click on this directory.

- Ht your right clicker on the nouse. Select “Paste’.

- You have just pasted your file into the solicitation
directory.

- Now change the directory to the CURRENT\ directory.

- Ht your right clicker on the nouse. Select “Paste”

- You have just pasted your file into the CURRENT\
directory. You will keep the file in the CURRENT\
directory up to date.

- Go back to the P:\ drive and copy the 385_1 1. pdf
file. You will then change back to the S:\ drive and
paste this last file into your solicitation directory.

C. Placing Solicitation File Information in the ECBMS Program:

In order for the Solicitation to be displayed on the Internet, you
need to take a few nore steps. You nust enter the file
information into the ECBMS program The ECBMS program control s
what is displayed on the Web. In order for the solicitation files
to be displayed on the Wb page, you nust enter the exact wording
that you want to be displayed and tell the ECBMS program where you
have pl aced your files.

To conplete this task, follow these instructions:

- Enter the ECBMS Program

- Sel ect your solicitation by clicking on the box that
contains its description.

- Sel ect “ATTACH’

- You will now see “FILES’ and "1 NTERNET”

- You will select the “FILES" option

- A box will pop up on your screen giving you the option
to begin entering file information

- The colums that you will enter are as follows:

- Anend:
- Type:
- Title:
- Narme:
- Si ze:

Amend:
- Enter “0” because this is not an anendment.

Type:
- You have several options here. Enter whatever
i s appropriate.
- ATT  (attachnents)
- DWG  (draw ngs)
- SPC  (Specifications and anmendnents)
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Title:
- Enter the title that you want displayed on the
web. EX: Contract O auses & Specifications
Name:
- Enter the exact nanme of the file. EX
A97B0007?. pdf
Size

- Enter the exact size of the file. Use the
detail ed option under the File Explorer to see
the size of your file.

You have just conpleted telling the ECBMS
program what Solicitation files that you want
di spl ayed on the web.

D. STRUCTURE OF THE SOLICITATION COMPACT DISK:

The conpact disk will contain the follow ng directories and
files.

ACROREAD\ ( SPECI FI CATI ON VI EVER)
SPECS\ (SOLI CI TATI ON PDF FI LES)
A97b0007?. con ( CONTRACT VI EWER BUTTON BAR
SETUP FI LE)
adobe. t xt ( ADOBE | NSTRUCTI ONS)
ancdi ns. t xt ( COVPACT DI SK AMENDNMVENT
| NSTRUCTI ONS)
anmdski ns. t xt (FLOPPY DI SK AMENDNMENT
| NSTRUCTI ONS)
contract. exe ( STARTS CONTRACT VI EVEER)
contract. hlp ( CONTRACT VI EMER HELP FI LE)
readne. t xt ( BI DDER | NSTRUCTI ONS)

It does not contain the CURRENT\ directory because there
have not been any amendnents.

Cont act Specifications Section (MIlton Schmidt/Terry Vitt)
in order to get a Pre-Master CD nmade to send to the
reproducti on contractor

XV. REPRODUCTION OF SOLICITATION AND AMENDMENTS:

A

Original Solicitation - Compact Disk: After you have had a Pre-

Mast er

Conpact Di sk created for your solicitation, you will need

to send it to the reproduction contractor for mass reproduction
You will need to fill out the attached formand send it yourself.

Ref er

to the attached form- it is self explanatory.

Turn-around tines are (3 day, 5 day, 7 day, and 10 day).

You will need to coordinate with your Project or Engineering
Manager to choose the correct turn-around tine frame. The
shorter the turn-around the higher the cost.
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B. Amendments: Specifications Section has the Floppy Duplicator to
reproduce your amendnents. Coordinate with the early in order to
get your order schedul ed.

XVI. AMENDMENTS (FOLLOW THESE DIRECTIONS FOR EACH AMENDMENT)

A Introduction:

- VWhen Amendnents are issued, this means that the Oigina
solicitation has changed. It is therefore necessary to
change the original electronic files in order to issue an
el ectronic anendnent. Wth this new process, we have
anot her option that is available to us electronically. W
have always had the ability to | ook at a paper copy of the
solicitation and anmendnents. 1In the past, we have had to
post our anendnents as they were issued. This will be done
el ectronically now and be avail able as a vi ewabl e option
W will now be able to view a solicitation in which al
anendnment s have been incorporated. You will be doing the
updating yourself. This will benefit the entire District.

- Everyone has a programinstalled on their conputer called
t he CONTRACT VIEWER. This program when executed, displays
all electronic projects. Through the use of this contract
vi ewer, we each have the capability to view any solicitation
inits entirety right on our conputer screen

- VWhen the CONTRACT VI EVER is executed, the user will see, as
di scussed above, each solicitation directory. The user wll
need to double click on the solicitation directory of which
they want to view In this directory will be three files.
Al three files have the sanme extension. This extension is
“.con”. This first of the files is the solicitation nunber
(A97B000?. con)and is placed on the compact disk for
distribution. You will not be using this file. The second
file (Current.con) is the up to date file. This is the file
that you would click on if you wanted to view the
solicitation with all issued anendnments incorporated to
date. The third file (original.con) is the file that you
would click on if you wanted to view the origina
solicitation as issued. Using this file allows you to view
the original solicitation, and each individual anendment.
Amendnent s have not been incorporated.

B. Creating the Amendment:

- Renenmber when you converted your files in WrdPerfect
to .pdf so that they could be viewed i n Adobe Acrobat?
Renenber how you devel oped one large file with all of
your sections? Renenber how you pieced it together

one section at a time? WIIl, you get to do sone of
t hese things again!
- You will still have all of your files on the P:\

drive. If you renenber, you saved your WordPerfect
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(.wpd) and Adobe Acrobat (.pdf) files to your project
location. You then pulled all of these files into one
large file that you called your solicitation nunber.
Your individual sections that you mani pul ated in
WordPerfect are still located in this project
directory.

If you have a change to one of these sections, then
you will enter into WrdPerfect, go to the P:\ drive
and your project directory, and pull that section into
your word processor

Make the necessary changes to the section, underline
them, and place the Amendment No. out in the margin
next to the change. The Amendment No. should look
like this ( #? ). Substitute the amendment number for
the ?. You can get into the margin by hitting your
Shift Tab. You will also want to place a Header
labeled “Accompanying Amendment No. 000? to
Solicitation No. DACA63-97-B-0???” so that further
indication will be made that it is an amendment.

You will then save this file as "??????al. wpd”

This represents Section ?, Armendnent No. 1.

After you have made your changes to the Section, you
will then convert the file to .pdf so that it can be
viewed in Adobe Acrobat. Save it as the sanme nane ex:

The only difference between this file and your
WrdPerfect file is the extension. One file ends in
.wpd, and the other file ends in .pdf.

Fol | ow the same steps for all of your changes.

Don’'t forget that the SF30 is in the Far Master Forns
program You will need to fill this out and print to
. pdf.

You are now ready to insert your changes into one file
call ed am_000?.pdf. Refer to previous instructions on
how to Insert files.

Once you have conpleted the amendnent file, you will
need to save this file into its own directory | abel ed
AmendO0? under your solicitation directory on the S:\
drive.

Ex: a97b000?\ anends\ anend0?\

Subsi tut e your anmendnent nunmber for the ?

You will probably have to create the Anmend0?\
directory. Follow previous instructions on howto
create a directory using the Wndows 95 Expl orer

You now have to update your “Current” solicitation
file.

C. Updating your Solicitation to be Current:

Take a | ook back at the Directory Structure on the S:\
Drive which is referenced above. You will notice that
it has a directory called CURRENT\.

This directory will contain all the updated files.
Thi s means that when you have a change because of an
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Preparing

anendnment, you will have to update the original files
and save themin this directory. You will only place
the .pdf files in this directory. Since your

solicitation is mainly one file, A97B000?. pdf, then
you will be deleting old sections and repl acing them
with new sections. Refer to the instructions “To
Extract, Delete, and Insert Information in Adobe

Acrobat”.
- NOTE: You will update only the files in the CURRENT\
directory. Leave the original files in the SPECS\

directory alone. These files nust stay “AS | SSUED'.

the Amend0?.CON file:
- Yes, we are back to the .CONfile again! This tine
however, we will be creating an Anend0?. CON file.

Substitute the appropriate amendnent nunber for the 2.

- The Amendnment .CONfile is extrenely simlar to the
solicitation .CON file. However, there are
di f f erences.

- Refer to the instructions on how to prepare the
solicitation .CONfile in order to get into the
Not epad program Continue with these instructions
when you are ready to pull up the ArendO_.con file.

- Open the AmendO_.con file.

- As you can see, there are two categories that you will
have to update:

- Pr oj ect
- Anendnent s
PROJECT:
- Enter the Contract No, Title, Due Date, and
Not i ce.
AMENDMENTS:

Item 1 = Amendment No. 1 Specifications]Amends\amendOl1\am_0001.pdf

- Just as in the solicitation .CON instructions,

you will be entering the information after the
“=" sign.
- “Amendnent No. 1 Specifications” in the above

exanple is the title of the amendnent that will
be di spl ayed on the CONTRACT VI EWER BUTTON BAR

- The Vertical Bar “|” separates the title from
the directories and the file nane.

- The directories in the above exanpl e are ANMENDS\
and AMENDO1\. Refer to the directory structure
for Amendnents to see the big picture.

- The file nane in the above exanple is
am 0001. pdf.

- The above exanpl e takes care of amendnent #0001
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Item 2 = Latest Plan Holders List]amends\amendOl\planhold.pdf

- You will notice in Iltem2 that we have i ncl uded
the latest Plan Holder’'s list in the anendnent.
W will do this each tine we issue an anendnent.
You will have to follow the instructions for
getting the new Plan Holder’s list into the . pdf
format. In this exanple, you would save the
list as planhol d. pdf.

- IMPORTANT: Edit the Anendnent .CON file and
save it to your particular solicitation
directory on the S:\ drive. You will save it to
t he A97B000?\Amends\ directory.

- You will only be able to use the .CON files in
this directory for the first amendnment. After
this, you will need to find your | ast
Amend0?.con file and update it.

- To update the first amend0?.con file, open it
and edit the file to show changes.

PROJECT:

- Enter the Contract No, Title, Due Date, and
Notice. This time, you wll

E. Updating the Current.CON File:

Renenmber the CURRENT.CON file? You have to go back
and update that file! Follow the instructions for
Creating the .CON file above and get into the Notepad
pr ogr am

Go to the S\ drive and open your particul ar
solicitation directory.

Open the CURRENT. CON file. Renenber that you need to
change the File Type from.txt to *.* in order to see
all the files in that directory.

VWhen you have the file open, you will make the
fol |l owi ng changes:

- Solicitation Due Date:

- Not i ce:

SOLICITATION DUE DATE:
- Gve the current due date
NOTICE:
- Change the due date here al so
- You will take one additional step here.
Type the foll owi ng nessage after the due

dat e:
- Last amendnent incorporated 0007?
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- This will display when soneone opens the
CURRENT. CON FILE. This lets you know how
up to date or current your solicitation
actually is.

- IMPORTANT: Al ways renenber to cone back
to this file after every amendnent and
change this nessage so that the rest of
the District knows that you have updated
the solicitati on THROUGH THE LATEST
AMENDMENT.

F. Preparing the Amendment on Floppy Disk:

Directory Structure:

- The followi ng structure of directories and files wll
be pl aced on each fl oppy disk.

ANVENDS\
AVMENDO?\
amdski ns. t xt ( FLOPPY DI SK AMENDMVENT
I NSTRUCTI ONS)
Anmend0?. con ( AMENDMVENT | NSTRUCTI ONS FOR

THE CONTRACT VI EVEER)
- Subsi tut e your anmendnent nunmber for the ?

- IT WLL BE YOUR JOB TO MAKE SURE THAT YOUR AMENDMENT
WLL FIT ON ONE OR MORE FLOPPY DI SKS.  YOQU MAY HAVE TO
BREAK QUT YOUR AMENDMENT | NTO THREE FI LES SO THAT YQU
CAN PLACE ONE FI LE ON EACH FLOPPY. |F YOUR JOB WOULD
REQUI RE MORE THAN ONE FLOPPY, YOU WLL FOLLOW THE
COVPACT DI SK AMENDMENT  APPROACH.

G Preparing the Amendment on Compact Disk for Amendments that would
take more than Three Floppy Disks:

Directory Structure:

- The followi ng structure of directories and files wll
be pl aced on each conpact di sk.

ACROREAD\ ( SPECI FI CATI ON VI EVER)
AMENDS\ ( AVENDED FI LES DI RECTORY)
AMENDO?\
Am 0007?. pdf ( ACTUAL AMENDNMENT)
SPECS\
a97b000?. pdf (1 NCORPORATED SOLI CI TATI ON PDF FI LES)

Page 31 of 36



Denver Heath February 21, 1997
Contract Speciali st
Ft. Worth District

Anmend0?. con ( AVENDMVENT | NSTRUCTI ONS FOR THE CONTRACT
VIEVER) - Place in AVENDS\ Directory.
A97b000?. con ( CONTRACT VI EMER BUTTON BAR
SETUP FI LE)
adobe. t xt ( ADOBE | NSTRUCTI ONS)
antdi ns. t xt ( COVPACT DI SK AMENDMENT
I NSTRUCTI ONS)
contract. exe ( STARTS CONTRACT VI EVEER)
contract. hlp ( CONTRACT VI EMER HELP FI LE)
readme. t xt ( Bl DDER | NSTRUCTI ONS)

- You will first update the A97B000?. pdf under the CURRENT\
directory. After you have updated this file, copy it to the
SPECS\ directory in the above directory structure. The
SPECS\ directory in the above directory structure is a sub-
directory of AMENDO?\.

H. Placing Amendment File Information in the ECBMS Program:

- After you have created the anmendnment file, you will need to
update the ECBMS program so that the amendnent can be
di spl ayed on the \Web.
- Enter the ECBMS program
- There are two places in which you have to tell the ECBMS
programthat there is an anendnent.
- The first area tells the Internet what the file name is.
- Sel ect your solicitation by clicking on the box that
contains its description.
- Sel ect “ATTACH’
- You will now see “FILES’ and "1 NTERNET”
- You will select the “FILES" option
- A box will pop up on your screen giving you the option
to begin entering file information
- The colums that you will enter are as follows:

- Anend:
- Type:
- Title:
- Nane:
- Si ze:
Amend:
- Enter the nunber of the amendnent
Type:
- You have several options here.
- ATT  (attachnents)
- DWG  (draw ngs)
- SPC  (Specifications and anmendnents)
- You will enter SPC (spec) for anmendnent.
Title:

- Enter the title that you want displayed on the
web. EX:  Anendnent No. 1
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Name:
- Enter the exact nane of the file. EX
Am 0001. pdf

Size:
- Enter the exact size of the file. Use the
detail ed option under the File Explorer to see
the size of your file.

You have just conpleted telling the ECBMS
program what files that you want displayed on
the web for Anmendnent Number 2.

- The second area is also for the amendnent process. This
area pl aces the Anendnent nane on the nmain “Description of
Advertised Solicitation” page. This stands out when the
bi dder | ooks at the page for the first tine.

- To enter information in this area, follow these
i nstructions:

- Sel ect your project fromthe list.
- Sel ect “ CONTRACT”
- Sel ect “ AMENDMENTS”
- You only have two options to fill in here:
- Anmendnent Dat e:
- Amendnent Nunber:
- Enter the appropriate information for your anmendnent.
- Ht the “X’ to exit. This will save your work.

l. To Extract, Delete, and Insert Information in Adobe Acrobat:

- Sel ect “DOCUMENT”
- Sel ect “EXTRACT PAGES’
- Enter the nunber of pages that you want to extract, delete
and repl ace.
- Cick the check box so that you will delete the info from
your solicitation after you extract it.
- dick ‘K
- Aick “Yes” to del ete the pagel/ pages
- You have just extracted the page/ pages from your
solicitation file.
- You now have the option of saving the extracted file to a
new narre.
- Expl anati on:
- This is what happens: Adobe Acrobat extracts the
i nformati on that you want to replace fromthe
solicitation file. It then shows you the
i nformati on that has been extracted and gi ves
you the option of saving it.
Cick on the “File” option on the Menu in the upper left
hand corner and sel ect “C ose”.
- The programw || ask you if you want to “Save Changes from
?”". Cdick yes to save, or no to continue.
- If you select “Yes” to save, then you will have to nane the
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new file. Make sure that you call it something like “dd”.
This way you won't get it mxed up with your current files.
If you select “No”, the extracted fil e/ page/ pages that you
are looking at will disappear. You will then be left
staring at the solicitation file.

NOTI CE: The page that you want to replace i s now gone.
Save the file.

You will now want to insert your changes into the
solicitation.

Refer to nunmber “XI” for info on acconplishing this task.

Replacing a page/file in Adobe Acrobat:

After you have conpl eted your solicitation, you may find
that you want to replace a page in the electronic
solicitation file.

Go to the page you want to replace in Adobe Acrobat.

Move the nmouse pointer up to the top left hand corner of the
screen and click on “DOCUMENT”.

Sel ect “REPLACE PAGES".

A box pops up in the wi ndow allowing you to go get the file
that you want to replace the current page with.

Once you have selected the replacenent file, a “Replace
Pages” box appears. This box allows you to replace just one
page or several pages with the new information. Notice,
that if only one page is going to be replaced, then the top
nunber will show a range of one page. Notice also, at the
bottom of the box, that it tells you how nany pages your
repl acenent file has. Select the nunber of pages in this
box that you want to repl ace.

Sel ect “OK".

Your pages have been repl aced.

Save your file.

VIEWING THE SOLICITATION

CD ROM:

The CD ROM contai ns both Adobe Acrobat and Source View. In
order to properly viewthe CD ROM you will need to foll ow
the instruction listed in the READVE. TXT file on the CD ROM
itsel f.

CGet into WrdPerfect and access the “D’ drive.

Doubl e click on the README. TXT file.

Print the file and follow the instructions.

The instructions tell you to double click on the
“Contract.exe” button.

Alittle programw || pop up on your screen.

After you click on the “Contract.exe” button, a nmessage wl|
pop up and tell you what the bid opening date is.

Look at the button bar. FromlLeft to Right, these are the
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but t ons:
- Open Contract, Cose Contract, Contract Forns &
O auses, Specifications, Draw ngs, Anendnents,
Hel p, Exit
Practice nmoving through the options to becone famliar with
t he program

B. Viewing a Solicitation through the LAN:

I have installed an icon on your machine. It is either on
the desktop or it is under the Start, Prograns, Contract,
Contract Vi ewer.

Cick on this Icon. The Contract Button Bar di scussed above
will pop up on the screen.

The difference between this and the CD ROMis that the
Contract Viewer on the CD automatically opens the
solicitation that you want to view. You will have to
specify the solicitation that you want to | ook at.

Aick on the “Open Contract” button of the bar.

You will see several solicitations in the wi ndow to your
right.

Doubl e click on the solicitation that you want to view.
After you double click on your solicitation, you will notice
that a solicitation file with the extension “ con” shows up
on the left side of the w ndow.

Doubl e click on the solicitation “ con” file.

Fromthis point forward, it is pretty much the sane as the
instructions for the CD above.

C. Netscape:

To view the solicitation on the Internet, you will have to
properly set up the two progranms in your Netscape program as
“Hel per Applications”.

Ent er Net scape

Sel ect “Options”

Sel ect “Ceneral Preferences”

Sel ect “Hel pers”

Sel ect “Create New Type”

Type “Graphical Viewer” for “Mne Type:”

Type “Adobe Acrobat for “Mne Sub type:”

dick “CK

Enter “pdf” for the file extension.

dick on “Launch the Application”

Cick on “Browse”

Find the “Acroexch” or “Acroread” directory on your c:\
drive, or the directory in which you downl oaded the Acrobat
Reader if you do not already have Adobe Acrobat Exchange
installed on your conputer.

Double dick on the Directory.

Cick on the “Acroexch.exe” file or “Acroread.exe” file,

whi chever appli es.

dick “CK

Your Browser is now associated with Adobe Acrobat.
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- Do the same thing with “Source View.

- You may have to downl oad “Source View'

- The Web Page for Electronic Solicitations gives good
directions for this.
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Reproduction Oder for CD ROM

Mail Date of Order:

EedEx #:

Overnight Mail

Call #:

Order sent to:

Wings Digital Corporation
10 Commercial Street
Hicksville, NY 11801

REQUIREMENT:

In accordance with Contract No. DACWG63-97-D-0004, Indefinite Delivery Contract for
Duplicating Compact Disks (CD ROM) and Floppy Disks for the Fort Worth District, Corps of
Engineers, Fort Worth, Texas, the following is required by this order:

Solicitation No.:

Title:

Location:

Number of Copies:

Turn Around Period: days.
Example: For 3 day turn-around. If contractor receives the compact disk from the
Corps of Engineers on Saturday, all copies are to be Overnighted to the
Fort Worth District by 11:00 am., local time, the following Tuesday.

Questions: (817) 978-2158 Marilyn Carter

Send all copies to:  US Army Engineer District, Fort Worth
ATTN: CESWF-IM-S (Marilyn Carter)
819 Taylor Street
Ft. Worth, TX 76102-0300
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Contract Speciali st
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Complete Electronic Bid Package Procedure

Use this procedure if Specifications Section is responsible for placing your
solicitation together. When SPECS is involved.

THE ELECTRONIC DECISION:

- The Fort Worth District has made the decision that al
Ml con jobs are to be issued using electronic nedia. |If
your EMtells you that his particular job is not going to be
i ssued under the new process, he nmust give you a
memorandum/waiver signed by the Engineering Division Chief
or designee. Contract Specialists do not make this
decision. You are to issue the job electronically unless
you receive a waiver. 8(a) projects will not be issued
el ectronically unless the customer insists. Operations
projects dealing with Engineering will be issued
electronically. Operations projects in which Engineering is
not involved will not be issued electronically unless the
customer insists.

- Until the Ft. Worth District utilizes security software
whi ch can protect the transm ssion of files through the
Internet, we will not issue another Internet Only
solicitation. W are working on getting certified for
security software. The official copy of the solicitation is
the CD ROM, floppy disks and fax anendnents.

THE SYNOPSIS:

The Conmerce Business Daily (CBD) is on the Internet now Its
address is http://cbdnet. access. gpo. gov You can now connect to
the CBD and submt your synopsis imediately. There is no |onger
a five day wait. Your synopsis is published the next day. Place
ver bi age about CD ROMInternet into the CBD. The CBD should state
the foll owi ng concerning electronic solicitations: “The plans and
speci fications have been placed on Conpact D sk(CD-ROM and wil

be provided free of charge. Plans and Specifications will not be
provided in a printed paper hard copy format. Notification of
anendnments shall be nade through either 3.5" floppy disk, CD ROM
fax, and the Internet. Contractors may view and/or download this
solicitation and all anmendnments fromthe Internet at the follow ng
Internet address: http://ww. edl. swf.usace.armny. m |/ CONTRACT .’
Make sure that the above address is entered into the text of the
synopsis and the specific area designed to nake this address a hot
key (Sonething that you click on and it takes you to that
address/location). Contract Specialists will also need to enter
their personal email address in the area provided for email while
you are entering the synopsis into the Internet CBD. This wll

all ow the contractor to send you ermail at the touch of a button
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111. CENTRAL CONTRACT WEB SITE ADVERTISEMENT:

* kK

This part of the process has been elimnated. You no |onger have
to worry about placing information at the Central Contract Wb
Site. The Internet CBD serves the sanme purpose as did the Central
Contract Wb site. Since the CBDis now on the Internet, there is
no longer a need to place the information on this site. This

woul d only duplicate work at this point. You don’t even need to
worry about the Tri-Service Solicitation Network. A programw ||
be witten which will go to each contracting site and capture the
i nformati on on our “Advertised Solicitations” area and place this
information on the Tri-Service Solicitation Network automatically.

IV. ELECTRONIC CONTRACT BID MANAGEMENT SYSTEM (ECBMS) PROGRAM

W& now have a new program This new programw |l allow you to
setup the information that will be displayed on our Contracting
Di vi sion Home Page. The program has been installed on all
conput ers.

NOTE: ALL PROJECTS WILL BE KEPT IN THE ECBMS PROGRAM REGARDLESS
OF WETHER OR NOT IT 1S AN ELECTRONIC SOLICITATION. EVEN 8(a)
PROJECTS AND OPERATIONS PROJECTS WILL BE KEPT UP TO DATE IN THIS
PROGRAM. IF YOU DO NOT WANT THE PROJECT DISPLAYED (ex: 8(a)),
THEN SELECT “*NO” TO THE “ADVERTISE THE PROJECT ON THE WEB?”
QUESTION UNDER ““EDIT PROJECT”.

As an overview, you will use the programfor the foll ow ng tasks:

- Enter the ECBM5S PROGRAM

- Establ i sh a new Project.

- Edit the Project.

- Enter the Synopsis.

- Enter Specific information for a Pre-Solicitation
Conf er ence.

- Add/ Updat e Pl an Hol ders

- Mailing Solicitation/Arendnents

- Anmendnent s

- Bi d/ Award Results

A Entering the ECBMS Program:
- Doubl e click on the ECBVM5 (El ectronic Contract Bid
Managenment System) |con on your screen. |I|If you do not

have an icon, then you will need to go to the " START",
“ PROGRAMS”, “CONTRACT”, and the you will see “ECBM5'.
- A Login box will pop up and require that you enter a
password. This password is the same password that you
use every norning to get into your conmputer. W
didn’t want to devel op a new password because we
al ready have too nmany to renmenber! \Wen you do this,
renenber to have your user name in its field and your
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password in its field. |If you hit return before
entering your password, the programwll not let you
in. Also remember to keep your CAPS key turned off.

- The ACCESS programw || pop up on your screen and
di splay an “El ectronic Contract Bid Managenent Systent
box that shows you project titles, solicitation
nunbers, and project IDs . The project IDis
somet hing that the programneeds. It is not sonething
that you will need to renenber. These solicitations
are sequenced by the solicitation nunber.

- There is currently a problemw th the background of
t he ECBMS program The background shoul d di sappear
when you enter the program However, for sone reason
t he background remains on the screen even after the
you have entered into the program To correct this,
m ni mze the program and then maximze it once again.

You will then notice that the background is now gone.

- The menu options at the top of the screen allow you to
edit the specific solicitation that the arrow is
pointing to within this ECBMS box. Take NOTE!! If
you want to change something for your project, you
must have the correct solicitation selected. Always
be aware of where you are in this program. You don’t
want to nake changes to a project that is not yours!

- You will use one drop down nenu 99%of the tinme. This
drop down menu is called “CONTRACT”. Under this nenu
option, you will have the following areas in which to
wor K:

- New

- Edit Project
- Synopsi s

- Conf erence
- Pl an Hol ders
- Amendnent s

- Resul ts

- NOTE: TO SAVE | NFORMATI ON W THIN THI S PROGRAM, ALL YOU HAVE TO DO
I'S CLICK ON THE “X” I N THE UPPER R GHT HAND CORNER OF THE W NDOW
THI S AUTOVATI CALLY SAVES YOUR CHANGES.

To Establish a New Project in the ACCESS Database Program:

- Sel ect “CONTRACT” on the Menu.

- Sel ect “NEW

- Enter the “STATUS”

- Enter the “TYPE’

- Enter the “TI TLE”

- Enter the “LOCATION (I nclude the State)
- Enter the “PRICE RANGE” (I D woul d be NTE Anpunt)
- Enter the “MEDI A TYPE”

- Ent er t he “COUNTRY”

- Enter the “SIC code

- Enter the “SI ZE STANDARD

- Enter the “CBD” code
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t he “CONTRACTI NG PCC’
the “TECHNI CAL PCC’

t he “l SSUE DATE’

the “DUE TI ME"

t he “I FB/ RFP DUE DATFE”

“AWARD DATE” (You will cone back and enter this
i nformati on when you award the contract.)

Edit an Existing Project

Sel ect
Sel ect

“CONTRACT” on the Menu.
“EDI T PRQJIECT”

The main things that you will edit in each project are
the foll ow ng:

STATUS: You have three itens to choose from
here. Pre-bid, Post-bid, and Awarded. It is

i nportant for you to change the status of the
project as it noves through each phase. A lot
of the things that show up on the Home Page
depend on the different phases of the
solicitation. Exanple: Results are tied to
“POST BI D' under “STATUS’. If post bid is not
sel ected, then the programw ||l not display the
results.

ISSUE DATE: Make sure that you change this date
as it changes with your project.

IFB/RFP DUE DATE: Make sure that you change this
date as it changes with your project. The Issue
and Due dates are very inportant. This
information is being displayed to the entire
World. This becones the nost inportant place
over anything else to keep up to date!

AWARD DATE: Enter this at tinme of award.

ADVERTISE PROJECT ON THE WEB?: If you want your
project displayed on the web, and we all do, you
will say yes to this question. Mke sure that
everything is in place before you say yes to
this question. The instant that you say yes,
and hit the X to get out of the form the
information is displayed on the Internet.

SYNOPSIS: You will have two places to enter and
update your synopsis. You can either do this
under “EDIT PRQJECT”, or you can choose the
option entitled “SYNOPSI S” under the Contract
Menu.

CONFERENCE: Sane as synopsis.
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To Enter/Edit the Synopsis/SOW:

As stated in the above directions for “EDI T PRQIECT?,
you can either enter the Synopsis in the “EDIT
PRQIECT” area, or sel ect “SYNOPSI S’ under the “CONTRACT”
Menu.

To Enter “Conference” Information:

As stated in the above directions for “EDI T PRQIECT?,
you can either enter the Conference in the “EDI T
PRQIECT” area, or sel ect “CONFERENCE” under the
“CONTRACT” Menu.

To Add/Update Plan Holders:

To

Gat her the information before you enter the program
Sel ect “CONTRACT” fromthe Menu.

Sel ect “PLAN HOLDERS”

Enter all Contractor Information

Make sure that you enter today’s date in the “Register”
field so that we can tell when the contractor was

regi stered.

Make sure that you select “No” under “Wb” if it is an
RFP and the Contractor wi shes to not have his nane

di spl ayed on the Plan Holders |ist.

CONTRACT SPECIALISTS TAKE NOTE: You can enter bidders
yourself up to the issue date. This will help Kay
trenendously. However, after Kay mails out your
solicitation, send all requests to be added to the
Plan Holders list to her. The reason for this is so
that she will know to mail out a solicitation package
to the new contractor. Do not add them yourself after
the issue date unless you intend to mail out the
package yourself.

Mail Solicitations/Amendments:

Sel ect “REPORTS” on the Menu.
Sel ect “LABELS”
A box will pop up on your screen and you will see two
wi ndows. On the left, you will see the bidders that
have not been mailed solicitations. On the right side
of the program you will see bidders that you have
already nmailed solicitations to. |If this is the first
mailing, you will select all of the contractors on the
“Not Mailed (LEFT)” side and click on the arrow
pointing to the “Mailed (RIGHT)” side. This wll
automatically transfer the contractors fromthe |eft
side of the programto the right side of the program
It al so places the date beside the contractor that
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the solicitation was nailed. You can view this date
later to tell a contractor when the package was mail ed
to them

- If you have already mail ed out your solicitation and
you have new bidders to send the solicitation package,
you will nove the new bidders fromthe “Not Miled
(LEFT)” side of the programto the “Mailed (R GHT)”
side, just as you did in the initial mailing.

- Once you have noved the bidder fromthe “Not Mail ed”
side of the programto the “Mail ed” side, you wll
want to select “Print”

- Sel ect your | abel size “4146"

- Sel ect the bidders that you want to print |abels for
VWen | ooki ng for you bidders, you will notice that
the bidders are first sorted by date. They are then
sorted al phabetically. Therefore, if you just entered
bidders into the database, they should be the first
contractors that you will see. Select these bidders
and then select print. The labels will now print.

- IT you get an error message, make sure that you
have selected the label size and selected bidders to
be mailed.

Amendments:

- Refer to the anendnent section for instructions on how
to i ssue anmendnent using this program

To Enter Bid/Award Results:

- Sel ect “CONTRACT” on the Menu.

- Sel ect “RESULTS”

- A box will pop up showi ng you the contractor, |unp
sum |ow three check box, the award anbunt, a space
for the contract nunber, and a place for the
| ndependent CGover nnent Estimate.

- After bid opening, scroll down until you find the | ow
three contractors.

- Enter the bid anount for each of the | ow three.

- Check the Box beside the Contractor who is one of the
low three bids. This allows the programto identify
the I ow three bidders. The programthen takes these
| ow three and di splays themon the web from |l owest to
hi ghest .

- Enter the Government estimate in the provided field.

- NOTE: DO NOT ENTER RFP INFORMATION IN THESE FIELDS.
THIS IS ONLY FOR IFBS.

- VWhen you are ready to award the contract, you will
conme back to this area of the programto place the
award anount next to the appropriate contractor. You
will now enter the information for the awarded
contractor of your RFP. Enter the contract nunber.
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- This information is i mediately displayed on the web.

V. CENTRAL LOCATION FOR FILES:

A Creating the Central Directory for your Working Files:

- W will be keeping our solicitation files in a central |ocation
with the rest of the District. Do not save your work in two
pl aces. The working directory is the only place that you should

be saving your changes. |[If you keep your files in only one
directory, this will prevent you frombecom ng confused as to
which file is the npst current. These files are placed in a

central location so that if you are absent, soneone can pick up
where you left off. These files are also backed up daily.

- You will be copying your files into a directory that soneone el se
creates. To find out what the directory nane is, do the
fol |l owi ng:

- Al Electronic Projects: Contact the Specifications section by emil
(Terry Vitt, Art Harl eson)

- Send a LAN nessage to themwith the follow ng information

Solicitati on Nunber:
Title:
Locati on:

- These people will send you the project directory name that you
will use as your working files directory. They will not, however,
create your solicitation directory on the S:\ drive. You wll
need to do this.

B. Creating the Solicitation Directory for your Final Files:

- The S:\ Drive contains all of the electronic solicitations
that the Fort Worth District has either issued or is naking
ready for issuance. Each solicitation is totally held
within its own personal solicitation directory! 1In the case
of our solicitations, we have chosen to nane the directory
with eight digits fromthe project solicitation nunber EX
A97B000? . The reason for this is that once the files are
placed in this directory, the project is ready to be issued
as a solicitation.

- This is the basic directory structure:

S:\
A97B000?\
ACROREAD\ ( SPECI FI CATI ON VI EVEER)
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CURRENT\ (CURRENT SOLI CI TAI TON FI LES)
SPECS\ (SOLI CI TATI ON PDF FI LES)
A97b0007?. con ( CONTRACT VI EWVER BUTTON BAR
SETUP FI LE)
adobe. t xt ( ADOBE | NSTRUCTI ONS)
ancdi ns. t xt ( COVPACT DI SK AMENDNMENT
| NSTRUCTI ONS)
anmdski ns. t xt (FLOPPY DI SK AMENDNMENT
| NSTRUCTI ONS)
contract. exe ( STARTS CONTRACT VI EVEER)
contract. hlp ( CONTRACT VI EMER HELP FI LE)
readne. t xt ( BI DDER | NSTRUCTI ONS)
Set up. exe (1 NSTALLS CONTRACT VI EVER FOR
CONTRACTOR)

As stated above, this directory can be found on the S:\
drive. You will need to create a directory for your
solicitation files. To do this, follow these steps:

Windows 95 Explorer:

- Move your nouse over the “Start” button

- Touch your right clicker

- Aick on the word “Expl ore”.

- The Explorer programwi |l pop up on the screen

- Use the button on the scroll bar to your left to
scroll down until you see the S:\ drive

- Cick once on the S:\ and you will then see severa
solicitation directories.

- You will need to first |ook and see if you can find
your solicitation number. EX: A97B000? The reason
for this is because it may have al ready been creat ed.
If you can not |ocate your solicitation directory,
then continue with the foll ow ng steps.

- Cick “FILE

- Cick “NEW

- dick “FOLDER

- Type your solicitation nunber as A97B000? . Substitute
the ? with the actual nunber of your solicitation

- Now t hat you have created your solicitation directory,
you will need to copy over the basic files that are
included in all electronic solicitations.

- Use the scroll bar to find the “SOL” directory on the
S:\ drive. Once you find it, double click on it.

- You will see the directory structure di scussed above.
You will need to copy everything bel ow the SCL
directory into the solicitation directory that you
just created.

- To do this, you need to select/highlight all of the
directories and files at once. Touch the first
directory with your nouse. Hold your shift key down
and touch the last file.

- Once you have sel ected/ highlighted the directories and
files, you will then go to the “EDIT" category at the
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top of the screen and then click on “COPY".

- You have successfully copied your files, but you stil
need to do one nore step. You need to paste the files
into the solicitation directory that you created
earlier.

- To do this, use the scroll bar to find your
solicitation directory on the S\ drive

- Doubl e click on the directory.

- Cick on the “EDI T” category at the top of the screen
and sel ect “PASTE’. The programw ||l then paste the
required files into your solicitation directory.

- Congratul ati ons! You have just created your
solicitation directory on the S:\drive

V1. GETTING STARTED WITH THE SOLICITATION PACKAGE, THE

SOLICITATION CLAUSES:

Up to this point, you should have already conpleted the follow ng
actions:

- Recei ved Notification of a new project.

- Proceeded with Electronic Solicitation or received a
Wi ver signed by Engi neering Division Chief.

- Coordi nated wi th SBA

- Created the Solicitation Nunber.

- Synopsi zed the project.

- Entered the project into the ECBMS program and di spl ayed
basic information on the Internet.

- Sent LAN notification with required information to
Speci fications Section requesting project working directory
name.

- Recei ved project working directory name from Specifications
Sect i ons.

Now it is time to begin creating the solicitation clauses.

Conpl ete your clauses as you normally do in SAACONS, but make sure
that all but one of the clauses are in full text instead of just
being referenced. Wen you print out a solicitation package in
paper, you must have at |east one clause as a referenced clause in
order for the package to place cl ause paragraph nunmbers within
each section. SAACONS also requires that at |east one cl ause be
in referenced text in the electronic version in order for the
systemto generate cl ause paragraph nunbers.

VI1. GETTING SOLICITATION CLAUSES FROM SAACONS TO WORDPERFECT:

A

Using File Transfer Protocol (FTP) Software:

After you have conpl eted your clauses, you will use “FTP”
Software to connect to SAACONS so you can first create a
directory for your files, and then second, transfer your
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solicitation files into the Centralized Project Directory.

- FTP software will be found in the “OnNet” category in
Wndows 95. To find this program | ook under the “START”
option on your Wndows 95 display. Under the “PROGRAMS’
l[isting, you will see “OnNet 2.0 or higher/newer". Mve
your nouse to this option and you will then see the “FTP”
option. dick this with your nouse and the “FTP” program
will pop up on your screen. |If you do not have “FTP”
sof tware on your machi ne, contact the hel p desk and get them
to install it.

B. Using the FTP Program to Create a Directory in SAACONS, and
Transfer Files from SAACONS into the Central Project Directory:

As an overview R ght now, your clauses are still in the SAACONS
format. You need to convert these clauses into an ACII text
format so that you can transfer themto your Central Project
Directory. In order to do this, you will need to create a
directory on the SAACONS side in which you can save your

converted solicitation files. You will then need to actually
convert the solicitation files, and finally use the FTP programto
transfer themto the Central Project Directory.

- Enter your FTP program

- VWhen your FTP program pops up on the screen, select
“SAACONS” and click the “CONNECT” button.

- You will have to enter your SAACONS login. EX c29

- You will then have to enter your SAACONS password. dick on
the “OK” to submt your password.

- The LEFT side of the screen is the place you want to copy
files to. Right now it should be showing the “C’ drive of
your conputer. Notice that you can change the directory to
your “P” drive. Beside the “C’ drive |label, there is an
arrow pointing downward. This arrowis a drop down menu
that allows you to change the drive. Touch the nouse
pointer on the arrow and click one tinme. You will now see
all of the drives that your conputer has access to. Select
the “P” drive. To select the “P” drive, point the nouse
arrow to the “P” and click one tinme. You have now sel ect ed
the “P” drive.

- Go ahead and prepare the left side to show your Central
Project Directory which is located on the P:\ Drive. Think
“P” for Projects.

- Sel ect “P’” under the Drives option.

You are now |l ocated in the project directory for
specifications section. You will see nanes of directories
as you scroll down the Iist. Each directory represents an
i ndi vidual project. The first two letters represent the
base, and the remainder represents letters fromthe title.
If it is a Service or Supply project, then the first two
letters will begin with “SS”, and the renai nder represents
letters fromthe title.
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Doubl e click on your solicitation directory nane
(Remenber...the one that the CADD G oup sent to you by
email). You will save your files directly into the project
directory. Just so everyone w |l understand, this new
project directory will be the WORKING directory for that
project. You will do all changing, saving, and further
devel opnent to your files in this one directory.

Make sure that you wite this directory down on the front of
your folder so that you won’t forget.

Back to the FTP Program The RIGHT side of the FTP program
shows you the SAACONS directory. Notice on the right side,
at the top, it says “Renpte: SAACONS”. Notice al so that

just below this, you will see the directory which you are
presently in. It should say that you are in your SAACONS
directory. M SAACONS directory is /Zhome/c29. Your SAACONS
directory will be /home/ .

Make a sub-directory under your main SAACONS file directory.
To do this, go to the “COMMANDS” drop down nmenu at the top
of the FTP program Drop the nenu down, and then sel ect
“Create Directory”. You will then see “Left Local”, and
‘Right Remote”. The “Left Local” selection is your conputer
that you are operating. The “Right Remote” sel ection is the
SAACONS conmputer with which you are renotely connected. You
want to nmake a directory under your SAACONS side. Therefore
you will select “Right Remote”. Type in the nanme that you
want to nanme your directory. A suggestion would be to | abel
this directory with eight digits fromthe solicitation
numnber .

EX: a97r000? (Make sure that you save the files in | ower
case. SAACONS is case sensitive.)

Cick on the “OK” button in order to create the

subdi rectory.

Once you have created your sub-directory, mninmze the FTP
program DO NOT CLOSE THIS PROGRAM. MINIMIZE IT! YOU WILL
NEED IT LATER.

the Actual Conversion in SAACONS:

For the next step, you will need to enter into the SAACONS
mai n nmenu and do the foll ow ng:

(4) Admi nistrative Utilities

(13) Interface Processing

(8) Local Interfaces

(1) SAACONS EBB Menu

(1) Convert SAACONS Solicitation to Files

Enter the full path of your SAACONS sub-directory that you
created above. You will enter /hone/c29/a97r000?

Renenber that SAACONS is case sensitive. (Subtitute your
user ID and solicitation nunber in the exanple.

Ht the enter key to continue.

Enter the Solicitation PIIN. EX: DACA63-97-R-000?
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The Solicitation will now be copied into an ASCII format and
be placed in the sub-directory that you created earlier

Wait on SAACONS to finish., It takes a little while, but not
nore than 5 mnutes.

SAACONS will tell you that the files have been converted
when it is finished.

Once SAACONS is conpleted, Exit SAACONS.

D. Return to the FTP Program to Finish Transferring Files:
You can now return to your “FTP” programto transfer your
files fromthe SAACONS conputer to the “P:\ drive and
directory.

VWhen your FTP program pops up on the screen, double click

the mouse arrow on the directory that you devel oped earlier
Renenber?...the 8 digits fromthe solicitation nunber -
(a97r 000?) .

In this directory are the solicitation clauses broken out
into sections 100, 600, 700, and 800 or uniform fornat

br eakout .

Copy the sections to the directory on the left side of the

program - the place where you want the files to be copied

to as stated in above (central directory).

To select and copy the files, do the foll ow ng:

- Cick on the first file with your nouse, then
et go of the clicker

- Scroll down the file list until you see the | ast
file that you want to copy.

- Hol di ng down the Shift key, then click on the
last file with your nouse. This will select
everything in between.

- Al of your files are now selected. Use the
copy function to copy the files fromthe right
side of the FTP program to the left side

- VWhen you hit “Copy”, the systemw |l ask you if
you to verify each file to be copied. Al you
need to do is hit “Yes to All”, and then the
systemw || copy all of the files automatically.

- After you are finished copying files, you wll
see the files in both windows (left and right)
of the program

VWen the “FTP” programis finished copying the files, exit
out of the FTP program
Go into your Wordperfect program

VI, COMPLETING THE FILES IN WORDPERFECT:

A. Getting the Document in the Correct Format:

Select “File” , then “Open” and go to the directory where the
SAACONS files were copied. (P:\ )
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pen the first file. Wen you open the file, it will want
to convert it to Wordperfect 4.2 format. This is ok. Al
that is happening is that WrdPerfect is trying to recogni ze
the ASCII file format that cane out of SAACONS. Once you
convert it into WrdPerfect 4.2, you will be able to later
save it as WrdPerfect 6.0/6.1.
I have placed a MACRO on your Power Bar in WrdPerfect 6.1.
This macro will do the follow ng things:

- Move the Index at the end of your docunent to

the front.

- Change the font and size to Courier “8”
VWhen the file appears in the display, inrediately click on
the “EBS’ button on your Power Bar.
You may al so have to play with the justification and margins
within your file to make it | ook right.
After you click on the MACRO button, you can then save the
file in WrdPerfect 6.1 format.
You now have the index at the front of the document. This
will make it easier for you as you begin to bookmark and
link. Mke sure that you go to the bottom of the index to
ensure that the index is fully separated fromthe begi nning
of the full text clauses.

B. Editing the File:

C. Creating

Edit the file to make sure that everything is lined up
correctly. During the conversion process, the file did not
keep all of its original spacing as it was converted. In
order for the clauses to ook right, you will have to scrol
through all of your clauses and correct any alignnent

probl enms. 90% of these alignment problens have al ready been
sol ved through nmy coordination with Ft. Lee. However, the
updated programis not perfect and still has spacing errors.
The main area that will need to be correctly spaced is the

i ndex. Wen you get to this area, try adjusting the font
size to see if it helps the spacing before you begin
correcting the errors. You may find that nost of your
spaci ng probl ens can be solved this way. Mke sure that you
pl ace a space between every clause in the index so that you
wi Il have plenty of roomlater for Iinking.

VWil e correcting the spaci ng problens, please do not spend
enornous amounts of tine trying to nake your docunent
perfect. As | have already stated, the conversion will
correct 90% of the spacing problenms. If you are a
perfectionist, then you are going to have to learn to live
with a few insignificant spacing problens. O herw se, you
could spend all day trying to |ine up every everything
perfectly. This will only delay your project.

Footers and Page Numbering:

VWile editing your files, nake sure that you create a
“FOOTER” for your solicitation nunber. Al so, nmake sure that
you set up the “Page” “Numbering” option so that it wll
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nunber your pages as “Section 00100 - ?” or “Section I-7?".
These Options are listed under “FORMAT” on the bar at the
top of your WordPerfect program Once you have nmade these
changes, save the file.

Do this to each of your files. Make sure that you SAVE the
files.

IX. CONVERTING WORDPERFECT FILES TO .pdf FILES:

Now, after you have edited your Wordperfect files, and saved
each one, it is time to convert your files to . PDF format.
Pull each file up in Wrdperfect.

Select “File” with your nouse.

Sel ect “Print”

Select “Select” in order to change your printer to Adobe
Acrobat . pdf witer.

Pull down the “Specific Printer” arrow and sel ect the Adobe
Acrobat .pdf. witer printer option.

Sel ect print.

You will have to nanme the file, and then it will convert the
file to . pdf.

You have successfully converted your .wpd file to .pdf. You
will now be able to pull this file up in Adobe Acrobat Pro
and bookmark or link your index of clauses to the full text
cl ause.

You will have to do a couple nore things before you are
ready to use Adobe Acrobat. For Construction solicitations,
the contract specialist will need to conplete an SF1442 in
the FAR Master Fornms program  SAACONS will not print out
the SF1442 in a format that can be used electronically. W
therefore will have to create another SF1442 in this new
program For Service and Supply solicitations. You wll
need to use the DD1707, DD254, and SF33 out of the FAR

Mast er Forns program for your electronic solicitations.

X. CREATING FORMS IN THE FAR MASTER FORMS PROGRAM AND

CONVERTING THEM INTO .pdf FILES:

Enter into to Far Master Forns Fill Program This may be an
i con on your screen or you may have to | ook under “START”
and “PROGRAMS” to find it.
Move your nouse pointer to the upper |left hand corner and
sel ect “FILE".
Sel ect “OPEN FORM
Sel ect the appropriate form

- SF1442 is under Series 1

- SF33 is under Series 3
Move your nouse pointer back to the top of the screen and
sel ect “DATA".
Sel ect “OPEN DATABASE”
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- Ht “CANCEL” if you want to create a newfile. |If you are
going to edit an existing file, then select the file that
you want to edit.

- Move t he nmouse pointer back to the top of the screen and
sel ect “DATA” agai n.

- Sel ect “ADD RECORD’ This will save your file initially so
that you will be able to use the update option later to save
it once again.

- Type in the nane of the file: EX A97R0007?

- Sel ect “EDI T”

- Sel ect “FI ELD ENTRY”

- Use your nmouse to nove to the first field or the field that
you | ast stopped entering data previously.

- Continue entering information until you are ready to save
the file.

- To UPDATE: Mbve your nouse pointer to the top of the program
and sel ect “DATA".

- Sel ect “UPDATED RECORD’

- Sel ect “K”

- Your Record has now been updated.

- Once you are finished filling in this form you will need to
print it to “ pdf” and save it in the “P:\ " directory.

- Sel ect “FILE’

- Sel ect “PRINT FORM

- Sel ect “ SETUP”

- Change the printer to the “ pdf Witer” printer driver.

- Sel ect “OPTI ONS”

- Change Scaling to 95%.

- Cick on K three tines.

- Sel ect “ PRI NT”

- VWen the box pops up, change the drive to “P:\”

- Sel ect your Central Project Directory.

- Save the file in this directory as SF1442 1, DD1707_1, or
DD254_1 for the front page. You will have to fill out the
back of these fornms after you are finished with the front.
Fol | ow the sane instruction above to conplete the back of
these fornms. Wen you get ready to save the back side of
these forms, save themas SF1442 2, DD1701 2, and DD254 2.

- NOTE:

The FAR Master Form Program has a few bugs that | will
be getting with the vendor to solve. It seens that on
the SF33 form the nunber of pages field is not w de
enough to allow for three digits. Until we can get
this corrected, we will have to scan this one form
into the system Either Contracting D vision or

Speci fications section will be scanning these pages.

X1 CREATING THE SUMMARY.PDF FILE:

- There are three itens that are going to be placed on the CD
ROM and Internet to aid the bidder. These are:
- Sunmmary of Project (Synopsis)
- Pl an Hol der’ s Li st
- Printing Services List
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- The sunmary is a brief description of your project. You can
get this fromyour synopsis. Either retype it or cut and
paste it out of your Pertinent Data Sheet into a
WordPerfect file that you can then print to the .pdf printer
driver.

- The Plan Holder’s List and Printing Services List, can be
found on Contracting Divisions Home Page. CGo to this page,
sel ect your job, viewthe conplete Plan Hol der’s List and
Print it to the .pdf printer driver instead of your HP Laser
jet printer. Save the file to the P:\ project directory.

Do the same procedure with the Printing Services List.

- Go to the P:\ projects directory and scroll all the way to
t he bottom

- You now have all three itens above in .pdf format. Use the
directions for inserting belowto nmake one .pdf file called
Summary. pdf. The Summary. pdf file should only contain the
three itens above. Do not incorporate this file into the
over-all solicitation .pdf.

X1l ADDITIONAL .PDF CONVERSIONS:

- If you have any other sections such as evaluation criteria,
scopes of work, bidding schedules, notes to bidding

schedul es, etc..., you will have to convert these files into
the .pdf format and save themto the project directory on
the P:\ drive. To do this, you will print to the . pdf
printer driver under the printer options. Change to the

P:\ drive and print and save it in that directory. The
systemw || save the file as a .pdf file in your project
directory. It does not matter what program your additiona

data is in as long as the programis a Wndows program (i.e
Quattro Pro for Wndows, Far Master Forms Program for

W ndows, WbrdPerfect for Wndows, Word for Wndows, Exce
for Wndows, Power Point for Wndows, Harvard G aphics for
W ndows, or any other W ndows based progran)

- I cannot list all of the individual pieces that you intend
to place into your specific solicitation within these
instructions. Therefore, if you have anything in addition
to the sections already nentioned, you will have to convert
that particul ar docunment into the .pdf format and place it
in the project directory.

- After you have saved all of your individual pieces of your
solicitation into the project directory, you will then be
ready to begi n bookmarki ng and i ndex |inking.

X1l USING ADOBE ACROBAT TO LINK:

- Explanation: There are two version of Adobe Acrobat. First,
there is the Adobe Acrobat Exchange. This program all ows
you to “Bookmark” and “Link” files together to insure an easy
way to nove around within the docunent. Wth this program
you are able to manipulate the “. pdf” file. Now, the other
version of Adobe Acrobat is the Adobe Acrobat Viewer. The
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only thing that this program does is allow sonmeone to view
the “.pdf” file. You cannot mani pulate the files with this
version. This is the version of Adobe Acrobat that is
freely distributed to our contractors fromthe Internet and
on the CD ROM Now with that behind us, let’s continue.

A Placing Links within your Solicitation:

Explanation: Bookmarks allow the person view ng the
specifications to nore easily navigate through the CD or
Internet text pages. By selecting a bookmark named SF1442,
the programw || instantly take you to the begi nning of the
section. This is much better than having to scroll through
hundreds of pages to find the clause that you want to read.
To establish the bookmark, you will do the next few steps.

B. Inserting Pages/Files into your Solicitation:

Since Specifications Section is going to be placing the
files together, you will not need to create a solicitation
.pdf file. Therefore, you will not need to conbi ne any of
your sections outside the few listed below The foll ow ng
items will each need to be inserted into one .pdf file.

- Forms with nore than one page.

- Summary. pdf file

To insert files, do the foll ow ng:

You must have your solicitation file open and you nust be

| ocated at the | ast page of the section with which you want
to nerge a file.

WARNNING: You don’'t want to insert sonething into the mddle
of another section. You therefore want to be able to
visibly see, in the display Wndow of Adobe Acrobat, the

| ast page of the section that comes before the section that
you are about to insert.

Move the nmouse hand up to the top of the screen and sel ect
“ DOCUMENT” .

Sel ect “I NSERT PAGES”.

A box will pop up on the screen asking you to “SELECT FILE
TO INSERT”. You will probably have to change the current
directory to find your file. Renenber, that your files are
in the P:\ directory. Once you are in the appropriate
directory, select the file that you want to nmerge with the
section that is presently open. This file should be the
file that you want to nerge

After you have selected the file that you want to insert, a
box will pop up and give the option to insert the file
before or after the page that is being displayed in the

wi ndow.

Use the option that best fits your situation.

Select “OK” to nerge the two files.

You now have both sections conbined into one file. Be sure
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to save this file.

- Fol | ow the above directions to insert any other pieces of
your solicitation into one file that is unusual to
Speci fications section.

C. Linking the Clause Title to the Full Text Clause within your
Solicitation:

- Explanation: The reason that you will want to link a
title to its full text version is so that you can
easily nove around in the program You will create an
invisible link behind each clause title. You wll
then be able to select any clause title fromthe
i ndex, and the programw || instantly take you to the
full text clause.

- You will begin by going to your first section that
cont ai ns cl auses.

- Locate the first clause title fromyour index page.

- Move your nouse to the top of the screen and sel ect
the chain link synbol on the button bar.

- You will now see a cross on your screen.

- Move the cross to the top left hand side of the clause
title in the index.

- Hold the | eft nouse button down and nove the cross
down and to the right until a box has totally encl osed
the title.

- A “CREATE LI NK” box will now pop up on the screen.

- Change only two options.

- Change the “TYPE’ to “INVI SIBLE
RECTANGLE” .
- Change the “MAGNI FI CATION' to “FIT
VI SI BLE".
DO NOT CHANGE ANYTHI NG ELSE WTHI N TH S BOX.

- Move your nouse arrow up to the top of the “CREATE
LI NK* box and touch the solid title bar by clicking
and hol ding down the |eft nmouse button.

- Do not release the | eft nouse button. Mve this
“CREATE LINK” box to the right hand corner so that it
is out of your way. You want to make sure that you
can see what page you are on.

- Using the scroll bar to the right, or using the Page
forward Option on the button bar, nove through the
Text until you find the full text version of the
title/clause with which you are about to Iink.

(AFTER YOU HAVE LI NKED SEVERAL CLAUSES, YOU M GHT WANT
TO JUST USE THE PAGE FEATURE AT THE BOTTOM OF THE PAGE
TO JUWP DI RECTLY TO THE PAGE ON WHI CH YOU WANT TO
PLACE THE LI NK.)

- As soon as you have the full text clause at the top of
the Display wi ndow, nmove your nouse arrow back down to
t he “CREATE LINK” box and sel ect “SET LI NK”.

- The systemwi || then automatically Link the title, to
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the full text clause. The systemwll also relocate
your Di splay W ndow back to the index page.

- Repeat these steps until all of your titles in the
i ndex have been linked with the full text clause.

- Make sure that you frequently SAVE your file so that
you will not |ose your worKk!

- Use Adobe Acrobat Exchange to link the rest of your
Sections. Follow these sane instructions for each
secti on.

- Agai n, make sure that you save these files frequently
when you are working on themso that you will not
| ose your data

- Once you have conpleted linking all of you sections,
you will then be ready to get the file placed on the
CD ROM and the Internet.

X1V. PLACING THE DATA ON THE CD ROM AND THE INTERNET:

After you have conpleted your solicitation files by follow ng the
above steps, you will then need to contact Specifications Section
and | et them know that you are finished with the files so that
they can begin creating the overall solicitation package. The
solicitation files should be in the p:\ projects directory
(Central Location for Files). Specifications section will use
these files to insert into the electronic project package, cut the
Pre-Master CD, and send the disk to the reproduction contractor.

XV. AMENDMENTS (FOLLOW THESE DIRECTIONS FOR EACH AMENDMENT)

A Introduction:

- VWhen Amendnents are issued, this nmeans that the Oigina
solicitation has changed. It is therefore necessary to
change the original electronic files in order to issue an
el ectronic anendnent. Wth this new process, we have
anot her option that is available to us electronically. W
have always had the ability to | ook at a paper copy of the
solicitation and anmendnents. 1In the past, we have had to
post our anendnents as they were issued. This will be done
el ectronically now and be avail able as a vi ewabl e option
W will now be able to view a solicitation in which al
anendnent s have been incorporated. You will be doing the
updating yourself. This will benefit the entire District.

- Everyone has a programinstalled on their conputer called
t he CONTRACT VIEWER. This program when executed, displays
all electronic projects. Through the use of this contract
vi ewer, we each have the capability to view any solicitation
inits entirety right on our conputer screen

- VWhen the CONTRACT VI EVER is executed, the user will see, as
di scussed above, each solicitation directory. The user wll
need to double click on the solicitation directory of which
they want to view In this directory will be three files.
Al three files have the sanme extension. This extension is
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“con”. This first of the files is the solicitation nunber
(A97B000?. con)and is placed on the compact disk for
distribution. You will not be using this file. The second
file (Current.con) is the up to date file. This is the file
that you would click on if you wanted to view the
solicitation with all issued anendnments incorporated to
date. The third file (original.con) is the file that you
would click on if you wanted to view the origina
solicitation as issued. Using this file allows you to view
the original solicitation, and each individual anendnent.
Amendnent s have not been incorporated under the original.con
file option.

B. Creating the Amendment:

- Renenber when you converted your files in WrdPerfect
to .pdf so that they could be viewed i n Adobe Acrobat?
Renenber how you devel oped one large file with all of
your sections? Renenmber how you pieced it together

one section at a time? WIIl, you get to do sone of
t hese things again!

- You will still have all of your files on the P:\
drive. If you renenber, you saved your WordPerfect

(.wpd) and Adobe Acrobat (.pdf) files to your project
location. You then pulled all of these files into one
large file that you called your solicitation nunber.
Your individual sections that you mani pul ated in
WordPerfect are still located in this project
directory.

- If you have a change to one of these sections, then
you will enter into WrdPerfect, go to the P:\ drive
and your project directory, and pull that section into
your word processor

- Make the necessary changes to the section, underline
them, and place the Amendment No. out in the margin
next to the change. The Amendment No. should look
like this ( #? ). Substitute the amendment number for
the ?. You can get into the margin by hitting your
Shift Tab. You will also want to place a Header
labeled “Accompanying Amendment No. 000? to
Solicitation No. DACA63-97-B-0???” so that further
indication will be made that it is an amendment.

- You will then save this file as "??????al. wpd”

- This represents Section ?, Amendnent No. 1.

- After you have made your changes to the Section, you
will then convert the file to .pdf so that it can be
viewed in Adobe Acrobat. Save it as the sanme nane ex:

- The only difference between this file and your
WrdPerfect file is the extension. One file ends in
.wpd, and the other file ends in .pdf.

- Fol | ow the same steps for all of your changes.

- Don’'t forget that the SF30 is in the Far Master Forns
program You will need to fill this out and print to
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. pdf.

- You are now ready to insert your changes into one file
call ed am_000?.pdf. Refer to previous instructions on
how to Insert files.

- Once you have conpleted the amendnent file, you will
need to save this file into its own directory | abel ed
AmendO0? under your solicitation directory on the S:\
drive.

Ex: a97b000?\ anends\ anmend0?\
Subsi tut e your anmendnent nunmber for the ?

- You will probably have to create the Anmend0?\
directory. Follow previous instructions on how to
create a directory using the Wndows 95 Expl orer

- You now have to update your “Current” solicitation
file.

C. Updating your Solicitation to be Current:

- You are the keeper of your sections of the
solicitation. |If there is a change to any of the
sections that you created, you will need to make that
change to the section and furnish it to Specifications
section so that they can include it in the amendnent.
Do your best to get your file right the first tinme.
updating it after you have |inked everything
is extremely difficult. This generally blows away the
links. This neans that you have to do them over
agai n. Linking takes tine!

D. Preparing the Amendment on Floppy Disk:

For all amendments, you will need to furnish your
information to Specifications section.

The following is for your information. Your information
will be included into an over-all amendnent and be pl aced on
a disk in the follow ng format.

Directory Structure:

- The followi ng structure of directories and files wll
be pl aced on each fl oppy disk.

ANMENDS)\
AVENDO?\
amdski ns. t xt ( FLOPPY DI SK AMENDMVENT
I NSTRUCTI ONS)
Anmend0?. con ( AMENDIVENT | NSTRUCTI ONS FOR

THE CONTRACT VI EVEER)
- Subsi tut e your anmendnent nunber for the ?

- IT WLL BE YOUR JOB TO MAKE SURE THAT YOUR AMENDMENT
WLL FIT ON ONE OR MORE FLOPPY DI SKS.  YOQU MAY HAVE TO
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BREAK QUT YOUR AMENDMENT | NTO THREE FI LES SO THAT YQU
CAN PLACE ONE FILE ON EACH FLOPPY. |F YOUR JOB WOULD
REQUI RE MORE THAN ONE FLOPPY, YOU WLL FOLLOW THE
COVPACT DI SK AMENDMENT  APPROACH.

E. Preparing the Amendment on Compact Disk for Amendments that would

take more than Three Floppy Disks:

For all amendments, you will need to furnish your information to

Specifications section.

The following is for your
i ncluded into an over-al

Your information will be
be placed on a disk in

i nf ormati on.
amendnent and

the foll owi ng format.

Directory Structure:

The followi ng structure of directories and files wll
be pl aced on each conpact di sk.

ACROREAD\
AMENDS\
AMENDO?\
Am _0007?. pdf
SPECS\
a97b000?. pdf
Anend0?. con

A97b000?. con

adobe. t xt
ancdi ns. t xt

contract. exe
contract. hlp
readne. t xt

You will first
directory.

( SPECI FI CATI ON VI EVIER)
(AVENDED FI LES DI RECTORY)

( ACTUAL AMENDVMENT)
(| NCORPORATED SOLI Cl TATI ON PDF FI LES)

( AMENDMENT | NSTRUCTI ONS FOR THE CONTRACT

VI EVER) - Place in AVENDS\ Directory.

( CONTRACT VI EMER BUTTON BAR
SETUP FI LE)

( ADOBE | NSTRUCTI ONS)

( COVMPACT DI SK AMVENDMENT

I NSTRUCTI ONS)

( STARTS CONTRACT VI EVER)

( CONTRACT VI EMER HELP FI LE)

(Bl DDER | NSTRUCTI ONS)

update the A97B000?. pdf under the CURRENT\
After you have updated this file,
SPECS\ directory in the above directory structure.

copy it to the
The

SPECS\ directory in the above directory structure is a sub-

directory of AMENDO?\.

F. Placing Amendment File Information in the ECBMS Program:

VWhen you know the issue date of your anmendnent,

you need to

update the ECBMS program so that this information will be

di spl ayed on the web page.

First coordinate with Specifications Section to be sure that

t hey have conpl eted the amendnent
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information into the ECBMS program This is to ensure that
there is a file behind what is displayed on the web page.
- After Specifications section has told you that the file is
ready, do the follow ng steps:
- Enter the ECBMS program
- Sel ect your project fromthe list.
- Sel ect “ CONTRACT”
- Sel ect “ AMENDMENTS”
- You only have two options to fill in here:
- Anmendnent Dat e:
- Amendnent Nunber:
- Enter the appropriate information for your anmendnent.
- Ht the “X’ to exit. This will save your work.

G To Extract, Delete, and Insert Information in Adobe Acrobat:

- Sel ect “DOCUMENT”
- Sel ect “EXTRACT PAGES’
- Enter the nunber of pages that you want to extract, delete
and repl ace.
- Aick the check box so that you will delete the info from
your solicitation after you extract it.
- dick ‘K
- Aick “Yes” to del ete the pagel/ pages
- You have just extracted the page/ pages from your
solicitation file.
- You now have the option of saving the extracted file to a
new narre.
- Expl anati on:
- This is what happens: Adobe Acrobat extracts the
i nformati on that you want to replace fromthe
solicitation file. It then shows you the
i nformati on that has been extracted and gi ves
you the option of saving it.
Cick on the “File” option on the Menu in the upper left
hand corner and sel ect “Cl ose”.
- The programw || ask you if you want to “Save Changes from
?”. dick yes to save, or no to continue.
- If you select “Yes” to save, then you will have to nane the
new file. Make sure that you call it something |ike “dd”.
This way you won't get it mxed up with your current files.
- If you select “No”, the extracted fil e/ page/ pages that you
are looking at will disappear. You will then be left
staring at the solicitation file.
- NOTI CE: The page that you want to replace i s now gone.
- Save the file.
- You will now want to insert your changes into the
solicitation.
- Refer to nunmber “XI” for info on acconplishing this task.

H. Replacing a page/file in Adobe Acrobat:
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- After you have conpl eted your solicitation, you may find
that you want to replace a page in the electronic
solicitation file.

- Go to the page you want to replace in Adobe Acrobat.

- Move the nmouse pointer up to the top left hand corner of the
screen and click on “DOCUMENT”.

- Sel ect “REPLACE PAGES".

- A box pops up in the wi ndow allowing you to go get the file
that you want to replace the current page with.

- Once you have selected the replacenent file, a “Replace
Pages” box appears. This box allows you to replace just one
page or several pages with the new information. Notice,
that if only one page is going to be replaced, then the top
nunber will show a range of one page. Notice also, at the
bottom of the box, that it tells you how nany pages your
repl acenent file has. Select the nunber of pages in this
box that you want to repl ace.

- Sel ect “OK".

Your pages have been repl aced.

Save your file.

v VIEWING THE SOLICITATION

A CD ROM:

The CD ROM contai ns both Adobe Acrobat and Source View. In
order to properly viewthe CD ROM you will need to foll ow
the instruction listed in the READVE. TXT file on the CD ROM
itsel f.

CGet into WrdPerfect and access the “D’ drive.

- Doubl e click on the README. TXT file.

Print the file and follow the instructions.

The instructions tell you to double click on the
“Contract.exe” button.
Alittle programw || pop up on your screen.
- After you click on the “Contract.exe” button, a nmessage wl|
pop up and tell you what the bid opening date is.
- Look at the button bar. FromlLeft to Right, these are the
but tons:
- Open Contract, Close Contract, Contract Forns &
O auses, Specifications, Draw ngs, Anendnents,
Hel p, Exit
Practice nmoving through the options to becone famliar with
t he program

B. Viewing a Solicitation through the LAN:

- I have installed an icon on your machine. It is either on
the desktop or it is under the Start, Prograns, Contract,
Contract Vi ewer.

- Cick on this Icon. The Contract Button Bar di scussed above
will pop up on the screen.
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The difference between this and the CD ROMis that the
Contract Viewer on the CD automatically opens the
solicitation that you want to view. You will have to
specify the solicitation that you want to | ook at.

Aick on the “Open Contract” button of the bar.

You will see several solicitations in the wi ndow to your
right.

Doubl e click on the solicitation that you want to view.
After you double click on your solicitation, you will notice
that a solicitation file with the extension “ con” shows up
on the left side of the w ndow.

Doubl e click on the solicitation “ con” file.

Fromthis point forward, it is pretty much the sane as the
instructions for the CD above.

C. Netscape:

To view the solicitation on the Internet, you will have to
properly set up the two progranms in your Netscape program as
“Hel per Applications”.

Ent er Net scape

Sel ect “Options”

Sel ect “Ceneral Preferences”

Sel ect “Hel pers”

Sel ect “Create New Type”

Type “Graphical Viewer” for “Mne Type:”

Type “Adobe Acrobat for “Mne Sub type:”

dick “CK

Enter “pdf” for the file extension.

dick on “Launch the Application”

Cick on “Browse”

Find the “Acroexch” or “Acroread” directory on your c:\
drive, or the directory in which you downl oaded the Acrobat
Reader if you do not already have Adobe Acrobat Exchange
installed on your conputer.

Double dick on the Directory.

Cick on the “Acroexch.exe” file or “Acroread.exe” file,

whi chever appli es.

dick “CK

Your Browser is now associated with Adobe Acrobat.

Do the same thing with “Source View.

You may have to downl oad “Source View'

The Web Page for Electronic Solicitations gives good
directions for this.
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